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MONTGOMERY COUNTY 
* INTERMEDIATE UNIT 

PRINCIPLES FOR 
COLLECTION, MAINTENANCE, AND 
DISSEMINATION OF PUPIL RECORDS 

■ v • V . . . 

The Montgomery County Intermediate Unit provides special 
education classroom programs, resource room programs, Itinerant services, 
and consultative services for children In the public school systems 
of Montgomery County. Information concerning, the child's academic 
progress, level of Intellectual functioning, emotional and health s.tudles 
and family background Is routinely gathered In order to provide appro- 
priate- Instruction and supportive services for each student. Whlle.thls 
Information may be essential to Insure the best possible program for 
/each student, steps must be taker/ to guarantee that this. Information. 
Vflll not constitute an Invasion of privacy of students and their 
parents or guardians and to guarantee that this information will be used 
only for valid educational purposes. 

These proposed principles for the management of school records 
are based upon Guidelines for the Collection . Maintenance , and, Dlssemiha* 
tlon of Pupil Records published by the Pennsylvania Department of Educatioi 
Bureau of Instructional Suppe^t Services, Division of Pupil Personnel - 
Services (August, 1974) and specify conditions for gathering, maintaining 
and releasing Information concerning students receiving services ijrom the 
Montgomery County intermediate Unit, Special Education Division. 
„ «° 



COLLECTION OF INFORMATION CONCERNING STUDENTS . 
-IN MONTGOMERY COUNTY INTERMEDIATE UNIT 
SPECIAL EDUCATION PROGRAMS 

/ ' ■ 

I, , No Information concerning a student,' his parents, guardians, or 
.^family will be collected without prior Informed consent as 
specified in the following: 

A. The Montgomery County -Intermediate Unit Board of School 
Directors as elected representatives of the cohstltijent 
school districts of the Montgomery County Intermediate . 
Unit and of the residents of those school/dfkri cts may 
provide- consent, for the gathering of Certain types of \ 
Information as specified below. .Su^ppepresentatlonal \ 
consent will suffice in lieu of student, parental, 
guardian's or surrogate's consent for the col lection of 
the following types of Information: 

1 Name, address, phone number of student £ 

2 Parents' or guardian's o/surrogate' s name, address,' phone 
number, place of work 

3 Scores of group aptitude and .achievement tests 

k Grades on teacher prepared tests ^relating to subject 
matter curriculum « 

« 

• - 

5 Grades on report cards 

6 Vocational skill assessment • i - 

7 Such other Information that, is routinely collected and 

„ deemed necessary by the Executive Director or his designee 
B. When representational consent as specified in I -A is provided 

by the Montgomery County Intermediate Unit Board of School r 
Directors, students and parents or guardians or ^surrogates 
must be notified In writing of such representational consent 
'provided by the Montgomery County Intermediate Unit. Board 
of School Directors. Students and their parents or guardians 
- * or surrogates must be afforded the right to appeal the decision 
• of such representational consent. The appeal will be directed 
to a quasi -judicial panel . specif led in Administrat ion of Security 
When such representational consent is provided by the Montgomery 
County Intermediate Unit and of the residents of those school 
districts In lieu of Individual consent, students who have 



reached eighteen years of age or are less than eighteen and 
married or their parents, guardians, .or* surrogates wlH beatified 
annually pf representational consent for gathering .specific types— 
of Information as' specified In l-A prior to the gathering 

of Such Information. 

* • ■ * . . ■ 

C# f When the student reaches the age of eighteen,' or Is less than 

f 

v eighteen and Is married, Ms or her Informed ccmsent alone must 
be. obtained. This Includes the right to deny parental access 
to records,, - - 

" . A • . - 

0. When the student Is less than eighteen years of age, Informed 

consent of the student/ s parent (s) or guardlan(s) or surrogate(s) 

must be obtained. 

E. ^The prior Informed consent of students who have reached the age 

of eighteen, or who are less than age eighteen, and married, or 
theljr parent (s) or guardian (s) or, surrogate (s), not representa- 
tional consent as specified In l-A, must be provided for the 
gathering of the following types of Information underlie super-. , 
vision of a certified school psychologist: 

1 Individual Intelligence tests administered by a certlfle^ ' $ 
school psychologist 

2 Personality tests and inventories administered by a certi- 
fied school psychologist 

3 Interest inventories * 
k Family background Information 

5 When necessary, Interviews by school psychologists, guidance 
* counselors, social workers, and psycMatrists ^ 

6 Reports of agencies and practitioners outside the educational 
systeftr 

F. When the child has reached eighteen years of age or is less than, 
age eighteen and married, and when the child's teacher, special 
education supervisor, the Intermediate Unit school psychologist 
responsible for the child In conjunction with a coordinator of 
psychological services have behavioral observations that lead to 
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(^reasonable doubt about the student *«\ emotlohal or mental capa- 
city to understand the Implications of "his/her atving consent 



for gathering in 
of the student s 



iformatlon, the parents or gdardians or surrogates 



gptudent should provide individual informed consent in 
writing, 

6. When the gathering of information is necessary for immediate 
need of intervention and when the student ;who has reached age 
eighteen or is less than eighteen years of age and married 
refuses to provide consent, written consent should be sought j 
from the student- 1 s parent or guardian 6r surrogate. The 
necessity for "immediate needed intervention 11 should be con- 
strued to mean intervention to prevent the student from harming 
himself or others in the school si tuatlonW, intervention nece- 



H. 



1 



himself or others In the school si tuat lor^pr^ 
ssary for the immediate health of the ^tudent. 
If written Individual consent is not: provided by either the 
student or 'his/her parent or guardian or surrogate, further 
steps to gather information upon which provision of Inter- , 
ventlon Is contingent should be Initiated only if all of the * 
following conditions are met: 

1 The School psychologist In consultation, with a coordinator 
of psychological services and the Director jof Special „ 
Education, giving full attention to the privacy Interests 
Involv^cjl, cfclctes that) intervention is inperatlve. Imperative 
Intervention Is defined in G above. 

2 8oth the student and his/her parents or guardians or surrogates 
have been fully informed by. cert If led letter and personal or 
telephone contact that such information will be gathered; and^ 

3 TKe Director of Special Education and the Intermediate Un # rt 
Executive Director have provided consent; and ^ 

h The student and bJs/her parents or guardians or surrogates are 
given the right to challenge the validity of tlie information 
fathered. 
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Where ^Information Is to be collected for non-school ~ purposes 
either by school personnel or personnel outside the educational 
system, as in the case where It Is proposed that the student 
population be used as subjects In medical or social science re- 
search studies, then the above recommendations for collection of 
data should be fully applied, with the further provisions of 
prior permission from the intermediate Unit Executive Director 
and the Intermediate Unit Director of Special Education and 
prior Informed consent from the students whq havfe reached age 
•eighteen or are less than elghteei^ and married or their parents, 
guardians, or surrogates. Such Information Is collected under % 
conditions of anonymity as defined In Dissemination of information 
Regarding Pupils . VIM* This fact should not relieve the collecting non 
school agency of the, obligation to obtain appropriate wrt tten informed 
consent from students if they have* reached age eighteen -or if they 
are less than eighteen" years of*age and married or their parents 
Or gua>(Hans or surrogates, 

1 Such Informed consept must be provided prior to information 
collection, 

Tf- The Intermediate Unit Executive Director arid the Director - 
of Special Education must review Instf-uments and procedures 
to determine whether Instruments or' methods of Inquiry 
constitute^ a significant potential invasion of privacy. 
The Intermediate Unit Executive. Director and the Director 
of Special Education may conclude that to gather such in- 
formation requires individual written Informed consent 
instead of consent provided by the Montgomery Cpunty Inter- 
mediate Unit Board of School Directors as representatives of 
students who have reached eighteen years of age or who are 
less than age eighteen and married or their parents or guardians 
or surrogates. 



Student Information gathered for a specific purpose 
used for no other purpose unless appropriate represe 
consent as defined In I-A or Individual consent as spe 
In l~D Is obtained.,- Exceptions to this are specified u 
Dissemination o^Jnformat torn Regarding Pupils. 



CLASSIFICATION AND MAINTENANCE OF DATA 

A > 



/ 

The intermediate Unit maintains a variety 0f types of informatioi 
on ^ach student ranging in sensitivity from tlhe student's name and 
address to detailed reports of emotional status and family background. 
Such ^nformatioh also greatly varies irt terms qf verification of in- 
formation. Differing regulations are established to govern security 
of and\access to various kinds of student Information. 
I. Category "A" Information Includes of ficlal administrative records 
that constitute the. minimum personal data necessary for operat Ion 
of the educational system., c - 

A. Types of "A 11 information 

- * r • * ( * 

1 Name, address, telephorreNiumber 6f student $ 

2 Name, address, ,telephone'numUer of parent(s) or guardlan(s), 
' or surrogate (s) and their residence or work 

3 Birth date , \ - . * 

4 Academic work compfeted 
■ A 5 Level of achievement^ 

a) grades t 

b) standardized achievement test scores 
6 0 Attendance data' 

B. Period of maintenance of "A" 'data is 100 years 

C. As specified under the Administration of Security Section , 
students who have reached age eighteen or v/ho are less than 
eighteen years of age and married; or their parent (s) or 
guardian(s) or surrogate^) must be afforded the right to 
challenge the veracity of "A" .type information. - j 



Category "D" Information Includes the verified Informatlpn of clear 

^^^^^ 1 ' s 

Importance for providing appropriate instruction and supportive 
services for the student at a given point In time, but not absolutely 
necessary to the school over time, In helping the child or In pro- 
tecting others. 

A. Types of "B" Inforntatlon \ * 

1 Scores of standardized Intelligence and aptitude tests 
(group and Individually administered) 

Interest Inventory results 

3 Vocational assessment 

4 Health data 

5 Family background Information " 

6 Verified teacher, counselor, or social worker rating? and/or 
observations 

7 Verified reports of serious* or recurrent behavior patterns t 
B* Period df Maintenance of »B H type Information ' ' 

| iib" type Information will be reviewed by the Special Education 
supervisor and/or psychologist responsible For the program Tn 
c which the student Is enrolled when |he student transfers from, 

an elementary school level program to a Junior high school 
level program and from a junior high *s£hopl Jevel program to 
a high school level program.' 

2 In addition to points 2-B-1, "B" type matertels will be reviewed 
by the Special Education Supervisor and certified school psy- 
chologist responsible for the child^ program and the child's 
placement prior tp each change of educational program plac^ent 
(e.g. MR class to regular class, PH class to regular class) 

3 After fcach periodic review of "B" type information, information 
which is no longer relevant may. be destroyed ^ 

k After the child leaves the Intermediate Unit's school program, 
"B" type Information may be maintained when: 

good cause for retention of n B M type Information can be 
demonstrated to* the Director of Special Education and the 
Intermediate Unit Executive Director, pnd 



b) parents are notified of 1:he materials retained, or { 

c) "B" type Information Is rendered^ anonymous and maintained 
for research purposes 

5 Conditions for access to."B" type Information are specified 
under the Dissemination of information section of this document 
Category "C" Information Includes potentially useful information 
but not verified or clearly needed beyond the Immediate present; 
for example, legal or clinical findings including certain per- 
sonality test results, and unevaluated , reports of teachers, 
counselors, and others which may be needed In ongoing investigations 
and disciplinary or counseling actions 

A. Such Information must be dated and signed by the person recording 
that Information before entry into the student"s file. .To file 
such Information, teachers, social workers, speech therapists, 
vocational evaluatorsj and other non-supervisory personnel must 
have the written permission of their supervisor or the certified 
school psychologist responsible for the child before entering 
such Information Into the student's file. Permission of the 
supervisor or certified school psychologist should be Indicated 
by his/her signing this Information and dating It. 

B. Such information lifusrt be: 

1 Reviewed at -least once each year by the supervisor of Special 
Education and/or certified school psychologist responsible for 
the child and the program In which the child Is enrolled and 
destroyed is soon as Its usefulness has ended, or- 

2 Verified and transferred to category- "B" status. if 
reclassified aft "B" 

a) 1 the child if he has reached age eighteen or is less ^ 

than eighteen and Is married or his parent (s) or 
guardlan(s) or surrogate(s) must be notified and the 
nature of the information explained 

b) the child if he. has reached age eighteen or Is less 

than eighteen and married or his parent (s)', guardian (s) , . 
or surrogate (s) must be afforded the right to review 
such Information and appeal the class l|lcat v lon change 

a? 

* t 
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C. If "C 11 type InformatiQn Is, for any reason,^, maintained 'for ' 
more than one year, the existence of such Information must be 
'discussed with the child who has reached ^cje eighteen or ts less # 
than eighteen years of a,ge and Is married or his/her parent (s) , 
guardian (s) or surrogate (s) and the reason for mafntenahce must 
be provided with the right ^>f appeal afforded. 
Pertaining to confidential, personalities of school psycholojglsts, ' § 
social workers, counselors, and psychiatric consultants, the Inter- 
mediate Unit recognizes that, In some Instances, professionals 
wording In the school may jalntaln personal and confidential flies > 
containing notes, transcripts of Interviews, clinical diagnoses, 
and other memory aids for their own use In .counseling pupils, „ Any 
and all data that are considered to be the persortal property of the 
professional should be guarded by the Vtilos given above In addition 
to those dictated by professional ethics, subject to the, terms of the 
employment contract between the school and the professional and any 
special agreements made between the professional and- the Individual 
student, parent(s), guardian (s) , or surrogate(s) . \ 



/r 



• -•' *< • ' AOW[fNISTRATION OF SECURITY 

U The' Intermediate Unit will d*&.ignate a Director of Pupil Records 
who Is responsible for record maintenance , and accdss, and for . 
education of the staff concerning maintenance and access\po1 Icies. 
All Intermediate Unit personnel having access to records will -re- 
celve periodic training in security with emphasis^ upon privacy 
rights of students and parents. v 

Records should be kept undgr lock and key^ at allj:imes under the 
supervision 4 of the professional .designated in I, 
Access to computer! zed or microfiche files can be granted only by 
the director of pupil records, Such files wi-1 J be reclassified' 



f 

it- 
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by "A", "B", and "C" categories and maintained under, the conditions 
set forth In Classification and Maintenance bf Records, ' 
IV. The Intermediate Unit wii I %Stabl ish a quasi-Judicial review panel " 
* composed of the Intermediation It Executive Di rector, , the Director 
of Spedial Education, the Director of Pup 1.1 Records, and one ndn- 
school employee to be appointed* by "the. Montgomery County intermediate 
' . JUnlt p Board of School Directors to determine. the validity of category 
"C" Information and to provide for parental challenges of s<uch in- 
formation on occasions where their transfer to category "B" Is 



held to be desirable,, ^ 

In challenging* change- of category or veracW-y^jof Information, 
students who have reached age eighteen>or who are- less^ than 
. Eighteen years of age and married or their parent (s), guardian (s), 
or surrogate (s) should be informed of their right to counsel, 
their sight to present evidence, and ,their right to cross examine 
witnesses* Parents should receive reasonable time (30 days) to 
prepare for such a proceeding. * 



9 
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Student? who have reached age ef^teeiyor who are less than - 
eighteen years df age and married or-thelr parent (s) , guardian (s) , 
or' surrogate (sf should be Informed of* their- right to chal lenge 
the decision of the quasi -judicial review panel as specified In 
IV by presenting the! r,chaHenge to the Montgomery County Inter- 
mediate Unit Board of School Directors. Students who have 
reached age eighteen or who areles.s than eighteen years of 
age and marrl'e^or their parent (s), .guardian (s) tf or surrogate(s) 
should receive reasonable time (thirty days) to prepare, forthls 
appeal- proceeding. 




J 
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DISSEMINATION OF INFORMATION REGARDING PUPILS 



. As Indicated In previous sections, all Information Regarding 

students and their families should be collected arid maintained under - 

» . " ■ » 

such safeguards of privacy as may be obtained through Informed consent, 
verification of accuracy, limited jaccess," selective discard, and appro- 
priate use. As long as the data are retained within the w Intermediate 
tfntt, It can Implement these principles/wi th some flexibility of pro- 
cedures^ The Intermediate Unit, however, Is often^sked to tnansmlt/stude.<jt 
Information to other agencies, Institutions, and even, individuals. 
Such requests may come from schools, colleges, employers, courts, 
poWce, social agencies, and others. Since conveyance of records re- 
moves the data from control of the Intermediate Unit*, much more 
stringent precautions are required to protect the rights of the 
students against Infringement of privacy, misinterpretation of 4 data, 
and Inappropriate use. _ * ^ 

I. The Intermediate Unit may, without consent of parents or stu^nts* 
release a student'svpermahent record' file, including categories 
✓"A" and 4, B M typk information as, defined above, to: 
A*> Other Interned I ate-oUn it personrfefV including psychiatrists, 

psychologists, social workers, teachers, educational supervisors, 
within the Intermediate Unit v/ho have a legitimate educational 
Interest. All personnel desiring access to pupil records, 
however, should be required to sign a written form which would 
be kept permanently on file, Indicating specif ical ly the 
"Icciltiinate educational rnterest 11 that tfoey may have in seeking 
this Information* Such a file should be available to students 
Who have reached eight eeq or who are less than eighteen years of 
age and are lurried and to their parent (s) , guardian(s) or 
surrogate (s) and to the of'flclaf responsible for record main- 
tenance as a means of auditing the operation of the system. 
8. Personnel of the constituent districts of the Montgomery County* 
Intermediate Unit Including teachers, who also hove a legitimate 



educational Interest. Procedure fo.r access should follow the 
procedure described above In 1, Section A. ; " ■ ~ 
' C. the Pennsylvania state Secretary of Education and his officers, 
subordInat.es or designees, so long as the Intended use of the 
data Is consistent with the statutory powers and responsible 
lltles of the Secretary Qf E4ucation." The statutory powers « 
, and responsibilities of the Secretary of Education are defined - 

In Basic Regulations for Educatio n, 
D. Off totals of other primary or secondary school systems in which 
the student intends to enroll, under thejeonditron that the 
.student who has reached^age eighteen or* the student who is less 
than eighteen years of "age and who Is married or his parent(s), 

guard Ian (s)' or surrogate (s) be* notified of the transfer, receive 
- . * •» 

a copy qf the record if desired, and have an opportunity to * 

(>■ * * 

challenge the records 1 content. using the specif led Judicial- 
like procedure as defined in the Administration of Security- * • 
section of this document* ^\ 
It. the Intermediate Unit or any Intermediate Unit personnel may not 

dl vul ge , f n any ^ormv those^fst6d-tft~---~-r-- 
k $ B, C, D above, any Information contained in the records except: 

A. With written consent from the student who hasyeached age 

eighteen or who is less than eighteen years of age and is 

married, or his/her parent<s) or guardi'an(s) or surrogate (s) 

specifying records to be released, and to whom, and with a 

copy Of the records to be released to thfe student ,whp Has 

* *- 
reached age eighteen or who Is less than^ef§trteen years of 

age and married, or his/her parent (s) or guardian (s) o'r . • 

• surrogate (s) if desired, or 

B. In compliance with judicial order, or orders of administrative 
agencies where those agencies have the power of subpoena. 

In such cases, the student who has reached age eighteen or Is' 1 
less than eighteen years of age and married, or his/her parentis) 
or guardian (s) or surrogate(s) must be notified of aH such 
orders and the school's compl lance. 

» •. ' ' 
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.i'H.. Where the permission of the student who has reached age eighteen or 
who Is less -than eighteen years of age and- Is mar r ted or his/her- 
parent(s) or guard Jan (s) pr surrogate(s) Is 'required, for the re- 
r" lease of records, procedures for obtain tng this permission should 
take Into account the: distinct Ions made^ under . classification of 
data regarding, differences In the kind of data contained in the . 
; . student's record file, as follows: - * . 

A". -Reutlne, non-specific (with respect to information to be,-rel eased) 

'cdnsent applies only to category "A": type data.. . 
&. Additional, separate, and specific (with respect to information 
to be releasedf permFsslon should be' required for the release 



of any data in category "B". 



j 
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C. Under no conditions, except as specified in II, Section B, should 
f the Intermediate Unit release information gathered by any non 
4 : Intermediate Unit professional personnel, but included i<n the 
Intermediate. Uril^rel^rd with the exception of date of birth. 

This would /nclude for example, the report- of a social worker con- 
^- ; cerning Conditions In the pupil's home, etc." 

IV.- Each matter'of consent for release of Information must be handled 
' separately: for example, blanket permissions for release of irt- 
* formation within an extended period of time ma_y not be sol icited 

since they, by definition, do^not provide an opportunity -for informed v 

J: 

consenTTr , , i 

: V. The Intermediate Unit may com[ly with parental request for. the 
release of information to other persons or agencies, subject to 
the qualifications set forth in Section VI below regarding safeguards 
of the student's- rights when he reaches legal age, *' ' , •■• 

VI.' With respect to the problem of a student's age and his legal rights, 
the following exceptions^ should be made to the principal of parental 

- consent: , % ' 

A. When a student reaches the age of eighteen or' is less than eighteen, 
years of age and Is married, his/her consent alone must be obtained. 

B. This Includes the right to deny parental access to his/her records. 
Vllf* Either a student, or his parent(s) or guardian(s) or surrogate(s) , or 
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thejr legal representatives, may have access to the official ad- 
ministrative record (category "A" type i nformatic^O . Students who 
have reached eighteen years of age or studen.ts who are less than 
ejghteen years of'pge and married or their paren^(s) or guardlan(s) 
or. surrogate(s) mp have^acrfess to x'ategOry "B" type data': Students 
Who^are lets-' thai/ eighteen years of age ajid who are Wt: ma ir>t e& may 
have 'access -to category "B" type Information Vvi th the permission 
of their parent (s) V or guar.dian(s) or surrogate's) . 
A. This rule> is subject to the qualifications regarding age and 

consent specified in VI aboye. 
8. 'Tnls^rlght of access Includes the right to challenge the validity 
of Information contained \jn the record through the procedures 
specified in the Administration pf Security section of this 
document Involving a formaT review process Incorporating due 
- process principles. 
The Intermediate Unit may provide anonymous data from its records 
for research purposes without consent under conditions where the 
Executive Director has determined that the likelihood of Identifying .any. 
Individual because, of his unique characteristics Is negligible. A 
file may be rendered anonymous by removing the student's name, address, 
name of parept.or guardian or surrogate, name of present teacher. 
The Intermediate Unit may face Instances in whic^ governmental agencies, 
locfbl, state, -and federal , mandate the release of information on 
Individuals. The principle of informed consent should apply in all 
cases except: . 

A. Those cases involving Intermediate Unit responsibilities under 
existing child abuse <fr neglect* statutues. * 

B. Governmental agencies, in mandati ng -the provision of informa- 
tion should abide' by the recommendations herein contained to 
assure the rights of privacy. "Where identification of ^he 
Individual is nevertheless legally required, with or without 
consent: 

1) Students' who have reached age eighteen or students who are 

less .than eighteen years of age and married or their parent(s) 
or giiardian(s) or surrogi§te(s) will be Informed of the specific 
Information which ha*s befen provided. 



) 



2) For category "C" type Information the principles 

enumerated In M-B and lll-C In this section shall apply 
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NOTIFICATION OF ROUTINE INFORMATION COLLECTION - REPRESENTATIONAL CONSENT FORMS 



\ 



1. ffettVfly Handicapped Program 

2. Trainable Mentally Retardecl Program 
3 ? Learning Disabilities Program 

A. Program for Visually Impaired Children 

5. Educable Mentall y Retarded Program 



c 



6 # Speech Program 4 1 7 

. 7« School for Chi IdrenVwtth Impai red Hearing, 

8. Itinerant' Hearing Program 

<)• Montgomery County^School for Physically Handicapped Children 

10. Learning and Adjustment Program 



\ 
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MONTGOMERY COUNTY I INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST- MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-533-8550 




V 



NOT I FICATUDN OF ROUTINE INFORMATION COLLECTION 

Date: 



Dear Parent: v 

In. accordance wi th the recommendations "of Mr! Jerome Potter, 
Supervisor of the Multiply Handicapped Progranj of -the Montgomery f County 
Intermediate .Unit, the fol low! ng< types of information wi Tl be gathered 
during the coming^ school year: 



Type of Information : ^ 

Pupil Accident Emergency Information 

Record . 
Pupil Permanent Record - Special 

Class Placement 
Private physician's Report - Physical 

Examination 



purpose : * 

Emergency parent location information 

in case of accident of illness 
Cumulative files of academic progress 

Required for admission to school 

..." j- 



This Information Is necessary to help the teacher assess your child's 
academfcc progress In order* to provide an appropriate educational program for, 
your chl Id. 

Your child's scores on these tests will be checked carefully and 
maintained In the school record as long as your child Attends school in 
this system. Should younchild transfer to another school system, you 
wJll be, notified of the transfer of his or her permanent record to the 
new schodt system. 

Should you wish to examine your child's record file at any time you 
may arrange to do so by making an appointment with the supervisor's office. 
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Sincerely, 



Dennis Ha r ken, Executive Di\ector 
Montgomery County Intermediate Unit 



cc: Custodian of Records 

Montgomery County Intermediate Unit 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

*" • . Special Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA "19401 
' NOTIFICATION OF ROUTINE, INFORMATION COLLECTION 



ONE 215-539-8550 



Date: 



Dear Parent: 

In accordance with the recommendations of Mr. WHIiafn TowneJ 
Supervisor of Trainable Mentally Retarded Program of the Montgomery County 
Interroectfate Unit, the following types "of Information will be gathered 
during the coming school year: 1 



Type of Information : 

Pupil Acfcldeot Emergency Information 
Form 

Pupil Permanent Record - Special 

Class Placement 
Private Physician's Report - Physical 

Examination of Pupi 1 
Profile of Trainable Mentally Retarded 

Students 

Program Report Cards for Trainable 
Mentally Retarded Students 



Purpose : 

Emergency parent location information 

In case of accident or illness 
Cumulative academic records 

Required for school admission 

Diagnostic Educational Needs 
Assessment 

Reports of academic progress 



This information is necessary to help the teacher assfe ss your 
child's academic progress in order to provide an appropriate educational 
program for your child. 

• Your child's scores on these tests will be* checked Carefully and 
maintained in the school record as long as your child at/ends jchoo»» n 
this system. Should your child transfer to another school system, you 
will be notified of the transfer of his or her permanen^ record to the 
new school system. 



K 



Should you wish to examine your child's record 
you may arrange to do so by making an appointment wi 
office. . / 



Sincerel 




le at any time 
the supervi sor' s 



Dennt/i Harken, Executive Directpr 
Montgomery County Intermediate Unit 



cc: Custodian of Records 

Montgomery County Intermediate Unit / 
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COUNTY INTERMEDIATE UNIT 

Special Education Center j 

1605-B WEST MAIN STREET, NORRISTQWN, PENNSYLVANIA 19401 PHONE 215-539:8550 
NOTIFICATION OF ROUTINE INFORMATION qpLLECtlON ' 



Dear Parent: ? * f 

♦ * 
Id accordance with the recommendations of Dr. Libby Goodman, 

Supervisor of the Learning Disabilities Program of the Montgomery County 

Intermediate Unit, the following types of information will be gathered 

during the coming school year: * 



Type of Information : 

Informal Reading | nven to ry 
Standard Reading Inventory 
Key Meth Diagnostic Tests of 

Arl thmetic 
Stanford Achievement Test 
s Gates-McKll lop Reading Test 
Durrel 1 Reading Test 
Boehm Test of Basic Concepts, 

(Primary Students Only) 
Goodman-Hammil 1 Basic Skills 

Inventory ' " ' 

Emergency Information Form 



Purpose : - ' 

Reading skills assessment 
Reading skiTls assessment 
Arithmetic skills assessment 

Group achievement Test 
Reading skills assessment 
Reading skills assessment 
Assessment of positional and 

numerical time concepts 
To assess basic pre-school skills 

Emergency parent location information 
in case of accident or' Illness 



This information is necessary to help the teacher assess your 
child's academic progress in order to provide an appropriate educational 
program for your child. 

> Your child's scares on these tests will be checked carefully and 
maintained \ p the school record as long as your child attends school in 
this system*. Should your child transfer to another school system, you 
will be notified of the transfer of his or her permanent record to the 
r\ew school system. 

Should you wish to examine your child's record file at any time 
you may arrange to do so by makinq an appointment with the supervi sor 1 s 
office. " * *> « 



Slrfcerely, 



UJ. 

5u I 



OA Dennis Ha rken, Executive Director 
fc • / Montgomery County Intermediate Unit 

cc: Custodian 5 6f Records 

Montgomery County Intermediate Unit 4 



MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center . 

1605-B WEST MAIN STREET, NORRISTOWN, -PENNSYLVANIA 19401 .PHONE 215-539-8550. 
.NOTIFICATION OF ROUTINE INFORMATION COLLECTION 

■ * « 

date: *' " 
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Dear Parent: , , / 

In accordance. wf th the recommendations 
Mr. Spencer Dgvis, Supervisors of the Educab 
of the Montgomery County Intermediate Unit, 
Information will be gathered during the comi 

Type of Information ; 

Stanford Achievement Test 
Pupil Accident Emergency Information 
Record 

Pupil Permanent Record - Special Class 

Placement / 
Private Physician's Report - Physical 

Examination of Pupil 
Ourrell Reading Analysts Tesfc 
Gates-McKillop Reading Test 
Key Math Diagnostic Arithmetic Test 
Woodcock Tests of Reading Mastery 



of Mr* Michael Rellly and. 
le Mental ly Retarded Program 
the foil owing types of 
ng school year: 

Purpose : 

To assess academic progress 
Emergency information in case of 
^accident or Illness 
Cumulative records of achievement 

Required for School placement 

To assess reading progress 

to assess reading progress 

To assess arithmetic progress 

To assess reading progress 



This information Is necessary to 
academic progress in order to provide ar 
1r child. ' 



help the teacher assess your" child's 
n appropriate educational program 'for 



Your child's scores on these tests will be checked carefully and 
maintained in the school record as long as your child attends school in 
this system. Should your child transfer to another school system, you will 
be notified of the transfer of his* or her permanent record to the new school 
system. 

Should you wish to examine your child's record file at any time you 
may arrange to do so by making an appointment with the supervisor's office. 



\ 



Sincerely,*, 



4 



Dennis Harken, Executive Dlrectoi 
Montgomery County Intermediate Unit 



* cc: 



Custodian of Records 

Montgomery County Intermediate Unit 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

' 1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 'il§-539-&>5( ■ 
NOTIFICATION OF ROUTINE INFORMATION COLLECTION » 




Date: 



Dear Parent: y \ 

In accordance with the recommendation of Mr. Ben Williams, Supervisor 
of the Program for Visually Impaired Children of the Montgomery County 
Intermediate- Unit, the following types of Information will be gathered during 
the coming. school year: * 

V 

Type of Information : Purpose : 

Peabody Individual Achievement Test /To assess academic progress 

Pupil Accident Emergency Information Emergency parent location .Information 

Record In casp of accident* or illness 

Program Progress Report To assess gains :as a result of 

program ■ . > 

' , This Information Is necessary to help the teacher assess yodr child's 
academic progress In. order to provide an appropriate educational* pYogram for 
your child. > * . * 

Your child 1 s scores on these tests will be checked carefully and 
maintained In the school record as long as your child attends school in .V?>; 
this system.. ShDuld your v child transfer to another school system, you • ■■ ■ 
will be notified of the* transfer of his o^ her permanent* record to the 
new*sc1ioo1 system. , 

Should you wish to examine your child's record f$\e at any time 
you may arrange to do so by making an appointment with* the supervisor's' 
office. ■ » \ ' ' 



SI ncerely, 



Dennis Harken, Executive Director 
Montgomery County Intermediate Unit 



cc: Custodian of Records ; 
Ok Montgomery County*/lntormfedi ate Unit 



26 



MONTGOMERVCOUNTY intermediate unit 

Special Education Center « 

1605-B,WEST MAIN STREET, NORRISTOWn| PENNSYLVANIA 19401 PHONE 215-539-8550 
NOTI FICATtON 'OF., ROUTINE INFORMATION. COLLECTION 




Pate: 



Purpose : 

Measures understanding of language > f 
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Dear Parent: . . 

In accordance wi th the recommendations of Dr. Robert Leiss, Assistant 
Director of Special Education and Supervisor af tfieJipeech Program of th,e* 
Montgomery County I ntepmediate* Uni t, tKe following types of information wil I 
be gathered during the coming school year:* * <* 

) ' - 

•/■ Type of \ iifo rma.t I on : 

*7\CLC Assessment of Children's Language 

Comprehension 
f Screening and Diagnostic Tests of 
Articulation 
Boehm Test of Basic Concepts 
Boston University Speech Sound 

Discrimination Picture Tes.t 
Carrow Elicited Language Inventory 

Denver Developmental Screening Test 
FIsher-Logemanh Test of Articulation 
, . Competence^ 
'Goldman-Fristoe Test of Articulation 
Goldman-Fr is toe-Woodcock Test of Auditory 
Discrimination 
'McDonald Deep Test of Articulation: 
Picture Form 
Mcf(J£nald 'Deep Test of Articulation: 
# S^ntenge Form 
l k Hc^thweSfern Syntax Screening Test 
;^0ral liartguage Screening Test-Stephens 
jfeatafdy f Y 1 ctu re Vocabu l a ry tes t 

REEL^ece^i ve- Expressive ^fergfet 
. Language Spale* ■ ■ , \ 1 . I 
Spericer-Mc^fady |pntence Repetition • 



Identifies children with articulation 
p rob' 1 ems 

Measures positional and numerical 
Measures ability to hear small ' 
differences of speech soujads * 
Measures adequacy* in utilizing, 
expressive- receptive language 
Measures developmental- mi lestones, 
Measure of speech-articulation 



conceps 



i 



Measure of speech-articulation \ 
Measures hearing differences between 

speech sounds 
Measure of ^speech-art i culat Ion 



Measure of speech-arttculation 



Tempi I n- Da r ley Tests of Articulatiori 
Ut£*h Test "of , Language DeveTopment 



Measures language adequacy 
Measure of expressive language skills 
Measures -understanding of language? 

y6cabulary, 
Measure of language adequacy 

Measure of adequacy ;'of expressly , 

language skills' A{ 
Measure of speech-artl culation T 
Measures' exp ress i ve~recept i ve * 1 pnguage 

^adequacy * T 

Measures express! ve-language adequacy 



Verbal Langu^pfc Development . Seal e 

ThlV -Information* Is necessary v to hiilp £he' teach§r assess your child's* 
academic progress. \n hjder to provide an appropriate educational program for 



your 



progi 
Id. 



\ 
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,' ' Your child's scores on these tests will 4 be checked carefully and 
maintained In the school record as long as* your child attends school in 
this system. Should your child transfer to another school system, you 
will be notified of the transfer of his or her permanent record to the 
new school system. 

- Should you wish to examine your child's record file at any time 
/ j/pu may. arrange to do so by making an appointment with the supervisor's 



St I 



cerety, 



Dennis Harkerf, Executive Director 
Montgomery" County Intermediate Unit 



cc: Custodian of, Records 

Montgomery County Intermediate Unit 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA- 19401 PHONE 215-539-8550 
; : NOTIFICATION OF ROUTINE I NFORtlATIOjftOLLECTI ON 
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Date: 



Dear parent: 

' In accordance with the recommendations of Dr. Robert Lelss, Ass I stant 
Director of Special Education and Supervisor of the School for Children w. th. 
Impaired Hearing of the Montgomery County IntermedlatrtJR. t, the fol-lowing 
types of Information will be gathered during the coming school year: 



Type of Information :. 

Boehm Test of Basic Concepts 

Peabody Picture^Vocabullh^ Test 

peabody Individual Achievement test 



Stanford Achievement Test 



Carrow Elicited Language Inventory 

Word Intelligibility^ Picture 

Identification 
«Key Math Diagnostic Arithmetic Test 
.Mastery Level Tests for Ginn 3^0 Series; 
** Houghton-Mifflin Math Series; Scott- 

Ftfresman Math Series 
Fisher Logemann Articulation Test 
Daniel Ling Phonetic and Phonological 

Analysis 
Carter Buck Articulation Test 
Informal Language Sample 



Purpose : 

Measures understanding of position 
and numerical ^concepts 

Measures understanding of language 
vocabulary 

Measures general educational achieve- 
ment ski lis 

Measures general educational achieve- 
ment skills 

Measures adequacy of expressive- 
receptive language 

Measures sound discrimination skills 

Measures numerical skills 
Measures numerical concepts 

s 

Measures articulation adequacy 
Measures articylation skills 

Measures speech-art icuVatibn skills 
Identifies language problems 



This Information is necessary to help the teacher assess your child's 
academic progress in order to provide an appropriate educational program for 
your child, ' . 

Your child's scores on these tests jwill be chekced carefully and 
maintained In the school record as long as your child attends school in 
this system. Should your child transfer t6 another scho 9 l system, Y° u 
will be notified of the transfer of his or her permanent record to the, 
new school system. 
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Should you wish to/examine your child 1 s record file at any time 
you may arrange to do s/ by making an appointment with the supervisor's 
offfeeV • : I • 

.. * • ' ^ . 



Sincerely, 



Dennis Ha r ken, Executive Director 
Montgomery County intermediate Unit 



cc: Cujs tod Ian gf jteco rds 

Montgomery County intermediate Unit 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

\ Special Education Center < 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



NOTIFICATION OF ROUTINE INFORMATION COLLECTION 



Date: 



Dear Parent: * 

In accordance wjth the' recommendations of Dr. Robert Leiss, Assistant 
Director of Special Education and Supervisor of the Itinerant Hearing Program 
of the Montgomery County Intermediate Unit, the following types of information 
will be gathered during the coming school year; 



Type of Information : 

:Costello Speech Reading Inventory 
Ultey Speech Reading Inventory 
fyord Intelligibility by Picture 
; Idepttfi cation 

Larsons Audft^ry Discrimination Test 

"Wepman. Audi tory* Discrimination T^st 

Goldmao-Frlstoe Auditory Discrimination 
•Test 

McGrady Memory for Sentences 

Cfcrrow Elicited Language inventory 

Peabody Picture Vocabulary Test 

North Western Syntax Screening Test 
Developmental Sentence Scoring 
Myklebust Written Language Te?t 

Informal Language Sample 

Peabody Individual Achievement Test 

Woodcock Reading Mastery Jests 
<Key Math Diagnostic Arithmetic Tests 
rilinois Test of Psychol! n§u 1st I c 

Ability / ^ 

Detroit Test of Oral Commissions 
Knox Cube Test - ^ 

Digit Span test 



Purpose : 

Measures speech reading skills 
Measures speech reading ski lis 
Measures 'sound discrimination 

Measures ability to ^discriminate 
between speech sounds \^ 

Measures ability to discriminate 
between speech sounds 

Measures ability to discriminate 
between speech sounds 

Measures* understanding language by 
length Of stimulus 

MeasGres adequacy in utilizing recep- 
tive-expressive language 

Measures understanding of language 
N^ocab^l^ry 

Assessment of language adequacy 
Assessment of language adequacy . 
Measures adequacy of written language 

ability * 
Identifies language problems 
Measures general educational achieve- 
ment ski 1.1s 
Measurement of reading achievement level 
Measurement of numerical skills . 
Measures bajsic language adequacy skills 

Measurement of receptive language- . -y 
Measurement of abstract spatial 

relationships * * 

Measures adequacy of auditory memory 

span 



> This Information Is necessary to help the teacher assess your child's 
academic progress In order to provide an appropriate educational program for 
your chi Id. V 



".: ■■ ■ • . - , v 

Your child's scores on these tests will be checked carefully end 
maintained In the school record as long as your child attends school In 
this system. Should your child transfer to another sphool system, you 
will be notified of the transfer of his or her permanent record to the 
new school system. 

Should you wish to examine your child 1 s record f rife at' any time 
you may arrange to do so by making an appointment with .the supervisor's 
office* . 

• -/ /" ® ° : ; ' * * 

Sincerely, * - 



% ' . of Dennis Harken, Executive Director 

, ' Montgomery County Intermediate Unit 

cc: Custodian of Records v 

Montgomery County Intermediate Unit ' * 



MONTGOMERY COUNTY INTERMEDIATE UNIT 

- . Special Education Center 

1605-B* WEST MAIN STREET, NORRISTOwk PENNSYLVANIA 19401 PHONE 215-539-8550, 



NOTIFICATION OF'ROUTINE INFORMATION COLLECTION 



Date: 



Dear Parent: 



•In accordance with the recommendations of Mr. Peter fcoardman, 
Assistant Director of Special Education and Supervisor of the Montgomery 
County School for Physically Handicapped Children, the following types 
of Information wIlTbe gathered during the coming school year: 



Type of Information ; 
Pupil Permanent Record Card 

General Academic Progress Report 

Annual Therapy Report 

Stanford Achievement Test 

Palo Alto Reading 
Heath Math 

Indivdual Monitoring System (P^lo Alto) 

Informal Reading Inventory . 
Peabody Individual Achievement? Test 
Woodcock Reading Mastery Testy 
Keymath Diagnostic Arithmetic/ Tests 
Therapies - Motor Performance Test; 

Test of Fine Motor Coordif&ation 

(as Ayres); Observational >fest of 

Gross Motor Function ^ ^ 

This information is necfessary to help the teacher assess your child's 
acadenjjc* progress in order to^provi d| an appropriate educational program for 
yourjxhild. • I 

Your child's scores on these ttt$s will be checked carefully and 
maintained in the school record as l|||as your child attends school in this 
' system. Should your child transfer Mlanother school system, you will be 
notified of the transfer of his or h^enmanent' record to the new school 
system. 



Purpose : 

Previous academic performance an H 

attendance r 
Required educational and therapeutic 

yearly progress repor £ 
Required educational and therapeutic 

yearly progress report 
Grcxp Test to assess educational 

progress 
To assess readi'ng progress 
To assess arithmetic progress 
To assess educational mastery of 

reading ski 1 Is 
To assess reading progress 
TO assess educational progress 
To^assess reading progress 
To assess math progress 
To assess current psychomotor skills 
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OfffCe, 



4 ' 

Sincerely, 



Oennts Harken, Executive Director 
Montgomery County Intermediate Unit 



cc: Custodian of Records 

Montgomery County intermediate Unit 
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MONTGOMERYCOUNTY INTERMEDIATE UNIT 

Spec/a/ Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550, 
NOTIFICATION OF ROUTINE INFORMATION COLLECTION 
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Date: 



Dtar Parent: . 

. In accordance with the recommendations of Mrs. Nancy Anderson, . 
Assistant Director of Special Education and Supervisor of the Learning 
and Adjustment Program of the Montgomery County Intermediate Un^the 
fotlowing types oM nformation will be gathered during the coming school 
year: * 



Type of Information ; 
Kev\M3th Diagnostic Arithmetic Test 
WoodWck Reading Mastery Tests. 
Individual Reading Inventory 
Durrell Reading Diagnostic Test 
Gates-McKillop Reading Diagnostic Test 
Stanford Achievement Test 
Achievement Expectance Sheet 

Emergency I nformatlon Form 



Purpose : 

To assess arithmetic, skills and progress 
To assess reading skills and progress 
To assess reading skills and progress 
To assess reading skills and progress 
To assess reading skills and progress 
Group test to assess academic progress 
To assess potential academic achieve- 
ment . 
Emergency parent information in case 
of accident or illness 



This information is necessary to help the teacher assess your chip's 
-academic progress in order to provide an appropriate educational program for 
your child. 

Your child's scores on these tests wi 1 1 be checked- careful ly and 
maintain^ in the school record as long as your child attends schoo n th.s 
svS Should your child transfer to another school system you w H be 
noJfTed of the transfer of his or her permanent record to the new school 
system. 

Should you wish to examine your child's record file at any time you 
may arrange to do so by making anointment with the supervsor's off.ce. 



Sinclrely, 



Dennis Ha rken, Executive Director 
Montgomery County Intermediate Unl^ 



cc. Custodian of Records 

Montgomery County Intermediate Unit 



35 



y 



INDIVIDUAL CONSENT FORMS: 



I. Request for Permission to Collect Personal Data - psychological Evaluation 

• 2. Request for Permission to Collect Personal Data - Educational Evaluation 

5« Request for Obtaining Ancillary Evaluations \ 

k+ Request of Information 

$4 Release of Information v 

6. Record of Inspection of Pupil Records 

7. Notification of Transfer of Permanent Pupil Record to Another School System 



o 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 
REQUEST FOR PERMISSION TO COLLECT PERSONAL DATA - PSYCHOLOGICAL EVALUATION 

] ' Date: 

Dear - - ' 

Your child, \ : 1 hasf been 

referred for a psychological evaluation by ! ; 

The reason for this referral Is:__ , 



luatlon wl 1 



This evaluations! 1 1 be provided by J'- ; • . . — 

a Certified School Psychologist of the Montgomery County Intermediate Unit, 
and the results of this evaluation will be discussed with you upon 
completion of the evaluation. This evaluation will be performed at y° u f 
child's school during school hours and the. results of this evaluation will 
be maintained In confidence and shared only with appropriate, authorized 
school personnel. 



used': 



To accomplts-h this evaluation, one or more of the following techniques will b6. 



z 

o 

s 

z 



On the form below, please check the appropriate line indicating your 
approval or disapproval of this evaluation and return this form in the 
enclosed envelope. Should you have any questions or comments, please feel 
free to contact me at 539-8550. 

SinpereJy yours, 
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Dear 



(Signature) 
(Title) 



I hereby grant permission for the psychological evaluation 
as indicated above. ' 

! hereby deny permission for the psychological evaluation as 
Indicated above^ 
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Signature of Parent(s) or Guardian(s) 




MONTGOMERY COUNTY INTERMEDIATE UNIT 

/ Special Education Center 

1605 : b west Main street, norristown, Pennsylvania 19401 phone ?i!r 539-8550 
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REQUEST FOR PERMISSION TO COLLECT PERSONAL DATA - EDUCATIONAL EVALUATION 



/ 



Date: 



Dear 



Your cfM^ 



has been 



» * * 

referred for an educational evaluation by 

The reason for this referral is to determine the child's academic functioning 
to help develop an appropriate program for him or her. 



This evaluation will be provided by ■ 

of the Montgomery County Ip^tefmediate Unit staff and the results of this 
\evaluatlon will ,be drscal^ted with you upon completion of this evaluation. 
HThese results will be maintained in confidence and shared only with 
appropriate, authorized school personnel. ' -V ~ 



To accompl Ish this 



-valuation, one or more of the foHowing techniques will be 



used: 



In order to gather 
required. Please check 



this information, your written permission is 
he appropriate line on the form provi ded*b£low. 
Shouid you have' any questions or comments, please feel free to contact me 
at 539-85$0. ! * 



A 

i 

((Signature) 
(Title) ' 



Sincerely yours, 



Dear 



I hereby grant my permission for the eduqational evaluation 
* as Indicated above. 

.1 hereby deny my permission for the educational evaluation 
" as indicated above. 



(Signature of Parent(s) or Guardlan(s) 
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(Date) 



MONTGOMERY COUNTY INTERMEDIATE UNIT 

* ' 

Special Education Center 

1605-B-WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 
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REVEST FOR OBTAINING ANCILLARY EVALUATIONS 

' Date: 



Dear ^ — 

Your child has been referred for the following type(s) of 
evaluation: * 



Social Work Evaluation 
Neurological Evaluation 
Psychiatric Evaluation 
Audiologlcal Evaluation 



T^e results of this evaluation will be shared with yoiy upon 
completion of the evaluation. These results will be maintained In 
confidence and shared only with apprdpriate, authorized school 
personnel* Should you have any Questions about this evaluation, 
please contact me at 539-8550. In order to provide this evaluation, 
\oUr written permission Is required. Please complete the form below 
and* return this letter to me as soon as possible. 



Sincerely yours, 




{Signature) 
(Title) 



Dear 



I hereby grant permission for the evaluation as 
Indicated above. 

I hereby deny permission for the evaluation as 
Indicated above* 



Signature of Parent(s) or Guardian(s) ' 
(Date) ~ 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

* \ . . Special Education Center 

' 1605-B WEST MAIN STREET, .NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 
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REQUEST OF JjJFQRMATION 



Date: 



To: 



Dear 



Please .release the following i nformatk>ii: 



to 



(Title). 



' The Montgomery County Intermediate Unit for my child_ 



of 



z 

o 



Thank you, 



z 
3 



, (Signature) 
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(Relationship) 



cc: Custodian of Records 

Montgomery County Intermediate Unit 



***** 



MONTG0MERY COUNmlMFERMEDlATE UNJT 

^ Special Education Center 

1605-B WEST MAIh\ STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-53. •' 
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V RELEASE OF INFORMATION 

Date: 



Montgomery County Intermediate Unit 
Special Education Center 

1605-B West Main St. t ^ 

Norrlstown, Pa. 19^01 



Dear 1 



I hereby grant to you permission to release the fol lowing Information: 



to: " j ■ 1] concerning my 

child 

. . \ 

Thank you, 



(Signature) 



(Relationship) 



cc: Custodian of Records 

Montgomery County Intermediate Unit 
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; MONTGOMERY (fSuNTY INTERMEDIATE UNIT 

\ \ Special Education Center 

V 1 1 • . ^1605-B WEsV MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE. 215-539-8550 
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• * RECORD OF INSPECTION OF PUPIL RECORDS 

* * « - * * 




Date: ■ 


■ -\ 


■..«... \ * 

Records Examtned: % 

• « (Name of pup! 1 or pupils) 

Records Examined Byr + m 

^ Purpose: ; . - . 

/ [ ■ ■ ' . : • j 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center § 

1605-B WEST MAIN STREET, tfpRRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 
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notification of transfer of permanent pupil record to another school system 

Date: 



Dear Parent; 



You are hereby notified of the pending 

's permanent schqol record to 



' J 

transfer tfgr 



in 



\ ^ Should you wish to receive a copy of the record to be trans- 
ferred, please return the bottom portion of this form with your 
'signature b y ^ *^ 

; (Date) 

■ i ' * 

; * ' Sincerely, 

c 

1 s 



Barton P # Proger, Ed # D • 

Custodian of Records 

Montgomery County Intermediate Unit 



Barton P # Proger, Ed*D» Custodian of Records 
Montgomery County Intermediate Unit 
Special Education Center 
1605-B West Main St. _ 
Norristown, Pa. 19^01 

Oear Dr. Proger: 

I wish to receive a copy of the school record of 



-(Please print name of pupil) 
who is my (son) (daughter) (legal ward). 



Signature of Parent(s) or Guardlan(s) 
~ ~ (Date) ~ 



Address to which transcript should be sent: 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, NORRI5TOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



Thank you for filing Til Information necessary for referring 

. , " to the 



Program of the Montgomery County Intermediate Unit, I reviewed this 

file on end forwarded the file to ' 

Supervisor of the Program requested. 

Sincerely yours, 



Coordinator of Psychological Services 
Montgomery County Intermediate Unit 



mec 



cc: 




OPERATIONAL GUIDELINES-: 
DEPARTMENT OF PUPIL RECORDS 




y 



MONTGOMERY COUNTyjNTERMEDIATE UNIT 23 
DENNIS U. BARKEN, PH.D., EXECUTIVE DIRECTOR 
LESTER MANN, PH.D., DIRECTOR OF SPECIAL EDUCATION 
BARTON 6, PROGER, ED.D. , DIRECTOR OF PUPIL RECORDS 
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OPERATIONAL GUIDELINES! 
DEPARTMENT OP PUPIL RECORDS 

4 

* • 



by 

Barton B, Pr\>ger 



Montgomery County Intermediate Unit No, 23 
1&05-B West Main Street 
Norristown, PA 19^01 



September, 1975 



Version of November 7, 1975 



PREFACE 



I This booklet is meant to serve-Jag/ a set of operational guidelines 
that the Department of Pupil Records and all other staff members of 
1he Division of Special Education can use in their attempts to 
implement the local police^ on confidentiality, In particular, • this 
document 'serves .as a clarification of a previous document entitled, 
Principles of Collection. Maintenance, and Dissemination of Pupil 
Records, prepared by Dr. Ronald Fischman and Mrs. Shirley Bilker and I 
other members of the Psychological Services Department. The Principles 
were given interim approval' by the Montgomery County Intermediate Unit 
Board of School Directors at its monthly meeting of August' 27, 1975. 
The assistance of the latter two people in .preparing the present 
document (Operational Guideline a ) is greatly appreciated . \ 



GENERAL PROCEDURES 
FOR OPERATION Of • 

EVERY I.U. STUDENT 
RECORD COLLECTION 
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(1) All- student record collections maintained by Intermediate Unit 
facilities throughout the County are to operate in accord with 
the "Principles of Collection, Maintenance, and Dissemination 

'of Pupil- Records" given" interim approval by. the Intermediate 

• : a t • **** 

... ' , » P . . ■ '. 

Unit Board on August. 27, 1975. All student record collections 
are also to be covered by the procedures contained in this 
document unless noted otherwise. The record collections that 
are covered by these two documents include (but are not limited 
. to) the Central Student Record Collection, Learning and Adjustment 
Active Student Record Collection^ Learning Disabilities Active 
Student Record Collection, Lansdale Speech and Hearing School 
• Record Collection, PH School Record Collection, MH School Record 
Collection, and WMSEC Record Collec tion, • Itinerant Speech and 
Hearing Active Record Collection, and Itinerant Vision Services 
Active Record Collection. '■ ° 

(2) Each student record collection operated by the Montgomery .County 

« • .. .. . ° . ■ ■ . ' tgjl 

Intermediate Unit is to assign* one person (usually a secretary? 
to watch over the access to the collection. This assignment is' 
the duty of the program-area. administrator wno has .ultimate . : 
responsibility^for that collection of student records.. Only such 
• a designated person (or persons) is to have direct access to the 
cabinet (s) containing the records . . • This means that .henceforth > 
the£e, will not be allowed any unlocked student record file cabinets 
in any part of the Intermediate Unit for any extended period of. - 
' tiAe. The person so designated to watch over each .separate stud^nt^ 
record collection will be the only one; to retrieve records from 



, 4 « 1 



the cabinets i henceforth no other staff members will be allowed' 
freedom of access to these many separate student record collections. 
This means that in the future all psychologflp, etc., are to 
telephone their requests to the person assigned operational 
responsibility for the student record collection* and only that 
person will retrieve the record (the exact steps are outlined 
below). The single exception to this procedure will be in the. 
case of the Learning and Adjustment .Active Files. Here,, because 
of the large volume of requestor traffic, the secretary assigned 
to watch over the records will keep cabinets locked but will allow 
qualified staff members to have the keys upon request so that the 
staff members themselves may look up the records, , .. ■' 

Only those people listed on the eligibility list and any of its 
later .updates (see Appendix' 4 *) are allowed to ask for student 
records i no other staff members or outsiders are allowed access 
to these "records' (as discussed later in this document, Dr. Progeri- 
as Director of Pupil Records — will handle all future requests for . 
release of records by "outside-" sources such as district joeppj^^ 
private schools, out-of-state sources, and so on). 
r A standardized log-book for sign-out purposes will be kept separately 
by each person responsible for watching over each Intermediate Unit 
record, collection (see Appendix B for format which is to be followed 
as of September 2, 1975,' onward by all collections^ . Every single 
hands-on usage of any student record will be documented in this 
log book except routine additions of new paperwork to a file (i.e., 

i <r:'. ■*•'.'• 

simple filing). Every time a file moves but of the cabinet an 
entry will be made by the person who watches over that collection,- 
No exceptions are to be made for anyone, -regardless of position. 
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* (5) Any potential user of student records is toobe bound henceforth 
by the procedures outlined in Figure 1 and/or Figure 2 (if the 
master collection is also to be consulted). The single exception 
is the active Learning and Adjustment files, "which have already 
been discussed above in (2)i . Basically, regardless of which 
particular collection is being consulted, the requestor is to phone 
in his request to the person charged with watching over that 
collection. \ At that time the following information is to be giveni 

(a) Requestor's . name . 

(b) reason for request 

(c) $km4 of child 

(d) current program of- child or other status 

(e) school district or other location 

(f ) l^Lst time evaluated (if known) « ° ■ 

From that point onward, the person watching over the collection is 
responsible for carrying out the steps listed' in^Figure 1 and/or 
Figure 2. The requestor is to wait until the person watching over 
the collection phones back to apprise him of the status of the 
request. If the record is founct^ %% is the responsibility of the 
requestor to go .to the person watching over the collection and to 
sign out the documents. The person watching over the collection 
' should not be expected to bring the reeord to the' requestor, and in 
no case will student records ever be lgft in mail boxes; or in un- * 
guarded, open places. 

(6) At the point of sign- out of the records by the requestor in person , 
the records can be borrowed for a period of two days* At no tine 
are the records bo borrowed to leave the building iri which they 
are normally housed (whether it be the Special Education. Center, 
WMSEC, Lans dale Speech and Hearing School, etc.) : • 

(7) The person watching over the collection will continuously monitor 

her log book each day and when a. two-day borrowing period is exceeded 

.for any requestor, the person watching over the collection will 

• \ 
call him to ask for return of tht* documents In person . If the 
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FIGURE 1 fJS» 

. / 

REQUEST FOR RECORD 
TO ANY ACTIVE COLLECTION 



Person Making 
Request by Phone 



Person Watching 
Collection 



Checks Active 
File 



X 



If Not Found 



If Found 




Checks with program 
area Director^ 



Director of Pupil 
Records Gets Records 
„ Horn District 



Ciiecks with other 


V 




Program Staff Member 


■1 






■ P 












If 


Not 


> V 


If 




Found 



Checks with Central 
Mastefc File (See 
Figure 7 ) 



Phones Back 
Requestor to 
Come and Get 
Record and 
Sign Out 



Found 
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FIGURE 2 



REQUEST FOR RECORD 
FROM CENTRAL FILE 1 



Person Making 
Request by Phone 



erson Watching, 
Collection 



-ckf Microfiche 
Collection 



1 p q ot 




If 


I JFound 




Found 



Checks fWOMp t or a ge 
Papek'MiBr^ion 



If 
Found 




If Not 
Found 



Checks Microphotography 
Log for Possible out-Of- 
Sequence Photographing, \± 




Checks Master Card Index 
of All Files 'to 9/74 



If not 
Found 



Checks Case Summary 
Card Index 



1 If Found 



If Not Found 




Phone Back 
Requestor to 
Come and Get 
Record and 
si fin out 



Check New Reports 
awaiting 
Photographing 
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I If Fo^nd [ 



If Not 
Found" 



Checks Private 
School Files 



1 If Found 



If Not 
Found 




Check Each Active 
Satellite I.U,. 
Collection as last 
1 resort 



| If , Found 



If Not 
Found 




Director Pupil 
Records Gets Record 
From Districts 



If Not 
Found 
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Tlf V 

w — — 



Foun d 



Give Requestor 
Bad News 



Phone Back Requestor « 
To come ^and Get Record 
and sign out * 



1 



documents are needed for snore than two days, the requestor is to 
go to the person watching over the records and to sign out for 
another two-d^y. period. . / 1 

(8) Periodically,! the person watching over the record collection and 
the logbook will have the logbook pages duplicated, cut apart, and 
inserted into the appropriate student files so as to show usage 

of records within a child's file, as well as cummulatively in the 
logbook. A notation should be made on each original logbook page 
as to when this duplication of pages occurred so as to avoid 
redundancy of effort. .. 

(9) Any complaints or comments on the operational procedures of all 
Intermediate Unit student record collections, or on the personnel 
assigned to watch over the collections, are to directed to the 
Director of Pupil Records, Dr. Proger. If no satisfaction is" 
obtained, such complaints or comments are to directed to Dr. Mann. 
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OPERATIONAL PROCEDURES : . 

, FOR MAINTENANCE OF. , 

• ■' ■' INFORMATION IN STUDENT 

' ■•. - RECORD COLLECTION 

' (1) In the "Principles of Collection, „ Maintenance ( and Dissemination 

of Pupil Records" (adopted August 2?, 1975 by the Montgomery County 
Intermediate Unit School Board), under "Classification and Main- 
tenance of Data", three categories of information (A,B, and C) are 
described; Of particular note to all staff members eligible to 
have access to the records are the facts that Category B data must 
be reviewed at major milestones in the students career (transfer 
from elementary schoojL to junior high school and from junior high 
school to senior high schooiU-and at termination of Intermediate 
Unit contact)' and that Category C data must be reviewed annually. 
(2) The review of. Category B and Category C information will be - . 

- carried out by those who Icnow the child best at the administrative 
levels, namely, the supervisors assigned to th> children's teachers. 
- (3) In effect, the review of Category B Information (whenever that 

type -of data falls due for review as specified in Part 1 of this 
" ? Section) is best dope at the same, ti>me as 1 the annual Category C 

review. 

'"•.■*■ " . * * 

(if) For Category B information, a special sets of procedures has been 
( 

-devised. Appendix C contains a form entitled, "Review of Category 
B Information." * The supervisor £s to use this form in connection 
with a given child's folder. The form serves the dual* purpose s% of 
internal recordkeeping on what has occurred during the review process 
and of notifying the parent on what is happening. It is the 
supervisor's responsibility to schedule these reviews fot\alI t 
students under his jurisdiction. The supervisor is responsible 
; for completing the Category B f orm in Appendix C, for having it v 
rn ir duplicated, for sanding the original to the parent,, and for insert- 



Ing the duplicate into the child's file. 

As the time of Category B review, the supervisor will stamp . , 

every document that he has listed on the Category B form with 
the stamp tentatively given in Appendix D and will fill iri the 
blanks appropriately. The stamp will avoid redundancy of efforts 
in future reviews. 

It will frequently be the case that a document has all three 
categories of information in it (A,B, and.C), In this case, the - 
entire document should be considered of C type, and the entire . 
document will be listed on the C form ( described later in this * 
seotion). Examples of "pure M documents that would fall into . °*. 
Category B would be an intelligence test protoool sheet and a \^ . 
health data form with no confidential social history aspects on jbi. \ 
The basic principle is that a document will .not' be "cut up" into 
A,B, and C parts. In* effect, both the Category B form of Appendix 
C and the Category C form of Appendix E are for the purpose of 
moving as much information as possible into Category A* and whenever 
any document' is in question, the most stringent level of information 
contained in it should be the determining factor. For Category C . 
information, a similar but separate set of procedures has been 
devised (see Appendix E). It is the responsibility of each 
supervisor to schedule an annual review of Category C information 
for" child under his jurisdiction. 'Appendix P contains the Category • 
C stamp that has been devised for the purpose of avoiding redundancy 1 
of effort by* later reviewers. ,* • • 

The 3 and C Review Forms of Appendices C and E are only for the 
purposes of placing such information up into "permanent" status 
'(Category A). This procedure is to be followed whenever possible. - 
However, if the program supervisor does not feel that his chances 



. , ." - .pe^tii^ .approvals-are good, f or -a certain typ£ Of : jSQ^iimertt 

'• .'"i ^©rha^s. :i' psychiatric .report) 9 . then he .is not only to. use- tha.. • . ." 

V. * r©g#ar 'B 0- Review i^rms but-i^ al^a to Use' the. Modified. 3 . . . 
r ' a« ^ V-V; \ .'' '•: ' ■ ' ''V. • ; -\ ■ V/- 4 '" 

♦|ha feo&if ie$; Review j-oritts given, in Appendices G ' and H , respectively, 

9tie Ij|iS^0'il!;6^ii^5^w -J-a&ajs transf er such informaHo|fe 

not upto A status- but only.,, up to -B . status 1 {obviously a less desirably 

operation because, . this- very same information. has -to be. Reviewed 

. again at the teual Smiles tones msiitionef - era!bi<fr ) & • • .t^erisver* *' • •■ i 

document has %ean *©.pnsidere d t<\ be suitable .dsily to Modified B or 

v . V . Modif lad C v Review© - then the appropriate stamp gi^Q iri Appendix D 

, / • (secdnd stamp on that page) and/or in Appendix P (second stamp on 

•■■%•■.' i * * . ^ v 

page )* Is- to b& used in tho^e oases to alert f titure, reviewers : > 
for avoiding redundancy. . • / . / . 

(8) It is^th^ -riWponsibility of the supervisor to keep track of what 
* parents have $ent back their signed and completed "B"* VG% .-Modified 
* Bj, aiid Modified C review forms (Appendices' C^E D G* and H) 0 ' ^ a v 

' parent has not returned a form within a reasonable, amount <^ time, ' 1 
- theft the Supervisor is to send put si Reminder along with a copy of 
tfte' appropriate review form that W a s initially filled in by the 
supervisor o ^o maintain such a tracking system 9 .- it would seem - - 
most efficient for each supervisor to keep^separate .folders \fn his 
' personal files for W B? ^and "C"* review purposed, with a "list of Ml 
children under his jurisdiction in both folders* Then, as reviews \. 
are completed *the supervisor can indicate thusly in his working 
folder as to ^hen the particular review form was ^ient to ffte parent : 
Each time a parent %end bst& a eompletedi review forrn^ Dr 0 Proger / 
will notify the appropriate supervisor .^y me^ns -of a f 6rm ' CAppe,ndi^c " 

v ■ * • .' ■ * <a ' ' " 

• i) thaj the. review* form 'has been returned and, placed in the, .child 0 s ' "* 
file 0 The supervisor should then" make an e^irttry -in .his'' own log-book- . 
type file of that da$e of retu'rn 0 ^Periodically* the supervisor .should 
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a revi? 



"fprsu . If a 
d$uibt as to :1»lji$fcn8r. ©r„ not he has been notified 
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^ SPECIFIC OPERATIONAL 
PROCEDURES FOR USING 
THE CENTRAL STUDENT 
* • .. RECORD COLLECTION 

The student folders in the central record collection in the 
Special Education Center have been undergoing microf liming . Apart _ : 
from the photographing of the document itself onto film 8 the persof£> 
assigned t© watch over the microfilm room has had to stuff each 
child 0 s strip of film into a microfiche jacket so -that each student ' 
will have a physically separate "micro-folder", that can, be updated,,, 
.purged of 03 B" and "C" data in .accord with the "Principles of 
Pupil Records" , and in general physically moved around for routine 
usage without impinging on all the other records a ' 
Henceforth^ any staff member who needs a record which -he believes 
has been 'placed in the central collection is to contact tha-t room in 
the usual manner described for any other collection earlier , in this 
document^ However /once that staff member has been notified by the 
Microfilm Room that the document is available , he is to personally ^ 
go up to - the Microfilm Room and & after signing out in the usual 
"way, ,1s to read the document in microfilm format on one of the 
reader-printer machines located in the room* In other words, there 
no longer will be paper versions of student records placed in the 
central collection available for routine usage as in the active 
satellite record collections,, (In effect, the. paper version will 
still be available until we have double-checked all records to see 
if all documents have been photographed properly , but these paper -, 
records are no longer for routine usage due to space problems ) ^ 
If an Intermediate Unit staff member who has. come to the central 
'collection to use a microfilmed^ record feels he wants to take back 
a 'copy of a -portion of -the child 0 s record to his desk @ the reader- 
printer, machine will be able to make, a photographic copy „ This 
in turn will be signed out in "the usual fashion as a new.:.; 



4oottB9irt»- aM. tte • tvro-ig&y return- stipulation applies -to this 
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MISSING FOLDERS 

(1) With Intermediate Unit operations, of the size ©urgently in effects 

i . " t~ 

*t ■ . • 

it is ' inevitable that some student -records will foe lost » .misplaced* 
sdsf iled 9 or otherwise go into- "missing- in- action 0 * status 9 This * ■ 
is a faet of life that all Intermediate Unit staff members must . 
contend with* 

(2) Missing folders have occurred because of several reason1fr~7^ir s ' fc 0 
during the microfilming process of the central collection recent 
paperwork on ear ly- alphabet children had to be photographed out of 
normal alphabetical sequence and^his occasionally led to misfiling 
of the old paper versions until that film portion is finally s tuffed 
into microfiche jackets, it may be difficult to provide the requestor 
with the original paper version,, Seconds some of the folders in the 
original central collection file cabinets did not have any documents 
in them. Third 0 some folders have > simply been misplaced by virtue 

of the fact that they have been borrowed freely in the past by 
various staff members and may have been left in some Intermediate 

» 

Unit office anywhere in the County 0 Fourth , some misfiling 
occasionally occurs over the ye^arj^where several student records 
were clipped together and the person filing them did not check to 
see if there wars mo:re than one child 'in that packet e 

(3) In the past attempts to reconstruct missing folders have been made 
in informal ways 0 Staff members Often had routine periodic contact; 

h Districts , and' duplicate records could be gotten through those 



sources o &&t'* 
In the future D whenever a record cannot be obtained 'afljpft* Figure 1 

'? .and/or. Figure 2 0 Dr 0 Proger will use the form given in Appendix k 

./ to formally contact the appropriate distrieto No other staff 

,•' members are to make these contacts • It is the responsibility of 

/ & 
O . the requestor or the person watching over the particular record 



0 

eolloo.tion in question to notify Dr„ Proger promptly when -a record 
©annot be found and he in turn will immediately send out the 

♦ 

appropriate forms 0 

Arrangements have been made with each district to make them aware 
of the necessity for such a a . procedure of reconstructing missing 
files as. implied in the form of Appendix is „ 
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n , ' , IMAQglVB, FOLDERS 

* 

r 

■ "{&) 'It is the "y@sp6nsS.Mlity.of "the « program area directors and 

Qypervisors'to -notify the person wat@fe.isig, eaoh of the active, 
satellite record collections; of any child lirho is going into ^ .. 
* ijjiaetiv© status/ ■ • , % . - ..." : 

2) - Jt is the responsibility of the person watching over that record ■* 
, collection to 6 in turn forward. an inactive folder to the dentgal. 
record collection for photographing 0 
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RELEASE OP 
STUDENT RECORDS 



the tim© of initial referral and placement of a child 9 records 

f . \7 

will bQ conveyed between the Intermediate Unit and the enrolling 

or 

©©hool district $ as per Section I D Parts B r and D® under "Dis&eminati®: 
of Information Regarding Pupils" contained in the "Principles of 
Collection^, Maintenance^ and Dissemination of Pupil Records" which 



were granted interim approval August 27o 19?5v Ijy^the Montgomery 
County Intermediate Unit Board of School Directors 0 Intermediate 
Unit psychologists and other staff members will attend to this 
matter o. This phape of record release is probably the least 



aggravating in terms of the communication that is involved 0 This 
type of release is viewed as an absolutely necessary conveyance of 
; records to allow the responsible educational agencies ( the district 
: and the Intermediate Unit) to program appropriately for the child , 
It is hoped that districts will view the missing records form 
(Appendix K) that the Intermediate Unit will be sending to the 
districts in this same * necessar y light o During any such release 
of records (either initial placement transactions or later missing- 
record requests from the Intermediate Unit)* 0 the parents should 
altvays be kept informed of what records have been transmitted^ but 
parental releases for conveyance of the records will not be A required 

except for documents loaded with volatile Category C information© 

> 3 

(The initial parental approval for referral of the child to the 
Intermediate Unit covers the necessary notification appropriately) @/ 
(2) Releases of information that occur sometime after the transfer of 
records involved in initial referral and placement are to be 
considered transactions that require much more stringent precautions 
than in (1) above d 

erJc - 6a , 



releases as , described in (B) , the . general ■ principles 'used ' are<i . . 
■(a) fh© guidelines . set down in the document ^Principles. ■■ 
*• '. @t Collection, Maintenance,, and Mssemination of Pupil 
y^Gord© 1 * {granted interim approval by the Montgomery . " 

®@unty Xntej^ediate . Unit Board of School Directors on. 
' August' .27, 1975) will be adhered-, to * especially as 
. contained tn the seoiionj "Dissemination of Information 
• ■ ■• . Segarding Pupils e M .'*• 

(lb) ' legitimacy of: each request, for information -vail bo 

•'• determined in accord with a parental release and. eligibilit 
•<§>f /requestor's positions ■ ' • ' , '. • 

Co) Ho records will be released for. "which the Intermediate . 



was not the originating source (i<@«, a reply to 
such a request will simply indicate the existence of . 
records, such as a district-generated psychological report 
or a private school 9 s progress report or a private clinic *•£ 
medical reports the requestor will he told where he can, 
• obtain such reports but will not - be g^$n the documents 
themselves) . ' ' „ 

As of August 27, 1975s for any releasee of information- 
en a child who has' been enrolled' in one of our" classes 
for some length of time,, the Intermediate Unit will require 
signed parental ' releases specifying all- documents . to be 
released «and %o whom. ri© more blanket releases)* - 
"the -reason for being? m stringent ■in all cases Is simply, 
"the fact that so many otherwise nonthreatoning, routine 
reports contain "at least some instances of Category G 
■ information ; (family situations* personality observations, 
etc* ) that one is" forced ■ to be ' extra^c||?e f u3U ' ' • sfte-- : 
Intermediate- Unit hopes that districts and other requesting 
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■ -•agencies understand the /position of the Intermsdiat© • 

* > 

.Unit taking this seemingly overly cautious stanc©e-and . 
" will try to comply accordingly* In turn» the Intermediate 
Unit will try to comply with other agencies 0 oonfidentialit; 
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All releases for information are to be processed through the 
• v Director of Pupil Records^ Dr 0 Proger* . This stipulation is 
, * required to ensure r/ internal Intermediate Unit, compliance with 
its own "Principles o 0 o ©f Pupil Hecords 0 " The' only two ' 
exceptions to this procedure occur during the initial referral- 
and placement process of a child entering an Intermediate Unit 
class (where the, district personnel are releasing records to .. 
us rather than vice versa) and during the return of a child 
' who was in an Intermediate 'Unit class back to a normal 

Montgomery County district class: (documents consisting mainly • 
• of Categories A and B information can" be routinely transferred 
. back to the district) „ However v if a child is. to move 'to 
a "district outside Montgomery County 4 this stipulation no , 
longer applies and an itemised parental release of all documents 
must be given to the Intermediate Unit (the latter type requests 
, again must go through Dr 0 Proger) 0 
(5) She most frequently occurring release situations both internal 
and external to the Intermediate Unit and the procedures 
needed to' process the releases .are as follows 8 

(a) An eligible Intermediate Unit staff member needs" 
.* ■ .to consult a students, folder for his own routine 

job^related responsibilities , All that is required 
• is the sign-out procedure described avove 0 

(b) JLAjdent is entering a program directly operated 
fry the Intermediate Unit and a folder already . 

q jaxlatg,, If the Intermediate Unit has accumulated 

.... ■ 65' ' ' , ' * • v: -' . 



si filo'on such a student in the past, then the 
master file or the appropriate satellite file 
will be transferred to the appropriate active ;- 
satellite file for' the program 'in which the child 
will he enrolled o However 9 the sign-out procedure 
is still required • ~ 
A Montgomery County district staff member involved , 
in pupil personnel services ( Director of Pupil 
Personnel Services., Psychologists* Supervisors ) 
request information on an Intermediate Unit child 
who will he returning to either a district-operated 
-normal or Hpftnial class 0 This situation is one ©f , 
the escceptions noted in W above whereby Dro^Proger 
does not have to get directly involved in the release 
of records J Some examples of this situation would be 
the' routine return of a child currently in an 
Intermediate Unit operated learning' disabilities 
or learning and adjustment class*, back to the 
normal class setting in a Montgomery County district'* 
it should be noted that this could be either back / 
to the district in which the child was originally 
enrolled or to a different district but still within 
Montgomery County • In such eases 0 program-area 
staff members are to process whatever transfer of 
records as long /as It involves basically only^ 00 A M 
and "B M information (if the child remains; within 
a public district within Montgomery County ) f in suOh 
a case 8 we would allow a psychological report to 
be eonyeyed t© the district but not a family, history. 
' form 0 psychiatric report^ and- other documents that 
are clearly, of 0, C" type • (itemized parenta-l releases. 



are. needed in the latter ©ases 0 ) 
It 3houldfbe noted that while Dr e " Proger. does 
ga/ involved in such eases of transfer of 



'records within Montgomery County public settings* >» 
two of his forms for transfer of records (Appendices 
L and M ) should still he used in all such cases'. 
Furthers in such instances Dr.'Proger is always to ■ 
receive a copy of the forms arid the/Intermediate 
Unit staff member who has processed such transfers ' 
of records is to make sure copies of those two. 
forms are placed in the child 0 s file 0 

V 

Situation (e) should be carefully compared to 
situation C©) 0 which requires carefully prepared t , 
parental releases for all information and must 
be processed through Dr 0 Proger 0 
An Intermediate Unit staff member has requested 
a file from either,, the central mas ter collection t 
or from ones' of the satellite collec tions and has 
beeri unable to obtain all or part of t he' required 
information jat should be there . In the past the 
Intermediate Unit^staff member would have called 
the district that might have a file on such a ehildo 
However n because of our concern with centralization 
'and increased confidentiality of our student records , 
Dr 0 Proger will henceforth contact the district to 
- obtain the file 0 He will $o so in writing {Appendix 



Kh dust as we are requesting districts to contact' 

"7 • • . - 



is in waiting when they need files* J Wo one other .-. 
^ th an . Proger-* is to contact any district or non~ 
public agencies for records on children from this 
point, forward o 

(e) An Inte rmedia-he 4teit staf f member receives a request 
* for a child 0 s record from any public agencies otit° 
aide Montgomery County or from any private agencies 
Either in or out of th& coianty o Regardless of who fl * 
receives such a request^ it should be forwarded > , 
immediately to £)r« Proger with' a not.e explaining, 
the circumstanpes surrounding the requ®st 0 The 
itemized parental release should be included 0 if 
* available 0 Dr„ Proger will forward the information 
directly to the agencies making the request 0 along 
with appropriate certification of authenticity^ 0 
It should be. noted that this situation will most 
likely occur in^connection with^routine transfers 
of children currently in Intermediate Unit-run 

classes as their parents move outside Montgomery 

\ ■ 

County to either public or private shcool settings • 
■ While technically information of fl 'A°< and 09 B M type 

could b.e transmitted without parental release 0 the ^ 

j 

mere fact that such a receiving school is no longer 
part of the Montgomery County public education ^ 
0 _ system (the Intermediate Unit and its constituent 
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districts) forces the Intermediate Unit tb be 

• s 

\ 

quite cantions^ in everything it sends out 0 There- . 
£ore D Dr 0 Proger vyill ask for itemized parental 
releases for all items to be conveyed 0 if such a 
release has not already bppn received,, 
\ (t) An Intermediate Unit staff member initiates a change 

of placement from either a district-run program 
within Montgomery County or an Intermediate Unit ^ 
' m - Program to a different Intermediate Unit program ., 

Since the child in either case will be going into 

1 ■ « i a 

' i » 

„ one of the Intermediate Unit programs 9 all that is" 4 

K needed o is a sign-out procedure on the part of the 

Intermediate Unit staff member making the requesto 
-/ * The original paper file or a paper copy of the 

microf iched file will be physically transferred from v 

the central master file to the appropriate active 

satellite file 0 * 

(6) Two other miscellaneous forpis \o be used in a routine way are 

given in Appendices N and 0. Appendix N^otitains the form used 
when inadequate pe@isstdn for release of student records occurrs. 
Appendix 0 contains the form used when a requestor has not. provided 
proper release permfss'ion for records; this form is enclosed wi,th 
the form of Appendix N-to be used by the requestor in obtaining 
appropriate permission. 
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hate unit; 

" Special. Education Center >■ • 

-1605-B.' WEST MAIN 'STREET, NORRISTOWH, PENNSYLVANIA .19401 PHONE 215-539-8550 



IU PERSONNEL AUTHORIZED TO REMOVE RECORDS 
FROM THE MICROFICHE CENTER 



•Dr. Lestar Mann , ^Dr . Robert Leiss", J&r. Jerry, Potter , Mr. Peter 
BogLrdman, Mrs.' Nancy Anderson, Dr. Barton Proger,, Kiss Donna DePietro, 
!Mrgu; Jpdy* Riazo • -' ' * 



Special Educatipn Supervisors : 



pr . Goodman 
Mr. Re illy 
Mrs,.' Price 
M^., Towne 
Mr, Pottet 
Mrs. Ketr. 
Mrs. McBiride 



Mrs. Neely 
l4 r ^ Davis 
Mr.* Simek 
Mr . Williams 
Mr . Ridgvjay 
Mri Siegel 
Mr. Morley 



' Psychiatrists ; 

Dr. Marrone - 

Dr. Rusk . ^fcr^; 

Dr. Mclllhenny 

Dr . Marcovi ci ' 

Dr. Schneider J 

Dr . Houghton * 

Dr. Scholever 



Psy chologis ts : 

Dr. Fischntkn 
Dr. Duffey 
•Mrs. Bilker /. 
Miss Ge^sdorj 
Mrs. Massari 
Mrs. Kauf fman 



\ 



Mr. Foley 
*Dr . FedA-er 
Mr . Pickholt z 
Dr . Rolnick 
Mrs. Sacks ' ■ ' 



^ Social Workers : ♦ 

Mrs. Schultz Mrs, Bernstei 

Mrs. Schankel .Mrs, Rowland 

»<»<Mrs. Papp Mrs. Porter 

"Mrs. Kolsky " "* Miss Metz 

Mrs. Horn Mrs, Parks 

Miss Knight ^ Mrs. Hurwitz 

Mrs. Hutchings Mrs. McWharte 
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APPENDIX B 



STANDARD LOG-BOOK FORMAT • 
TO BE KEPT BY EVERY PERSON 
WATCHING OVER STUDENT 
RECORD COLLECTIONS 
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MZCR0F7 tM/Ml CR0FI CHE 
ItCORdS ''MAM AGE M EM T 
SYSTEM: 'USAGE LpG' SWEET' 



^ Jfo&ft Mama: 



?cJi,po6 a.: 



T<£m& Gvdvaft 



. Tisne- E&cfe 



MICR0FI 1M/MX CR0FI CHE 
REC0R&S MAM AGE M EM T 
SYSTEM: USAGE LOG SHEET 



M«rae? 



V 

> s 




iftage.',.-- ■■ \* .•' . * Time G<£ven 



' tVune Sack 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 



1605-B WEST MAM STREET, NQRRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 

REVIEW OF "CATEGORY B" INFORMATION 



TQo 



EEs Updating the Record File of the Child_ <_ 

(Category iB Review Must Occur When Student Moves from Elementary Program' 
to Junior High School Program and from Junior High School Program to 
Senior High Scho°oi Program and/or upon Leaving the Program) 

We "are required to review periodically the information that is 
-contained in your child 9 s file 0 The purpose of this review is to remove 
and destroy^any items that are no longer of use to us in providing 
services to your child and/or that are possibly damaging to you or your 
child (invasion of privacy) 0 Your child, 0 s record folder at the 
Intermediate Unit-is divided into three areas of informations Category A 8 
Category B„ and Category.^Co The purpos^ of the present letter* is to 
inform you of the results of our most recent review of Category B 
information and to ask your permission to make certain items a part of 
your child°s permanent record folder (Category A). - However* ' before we 
get into the results of our review^ we, want you to understand what, types 
of information are kept in each of the three categories,, 

Category A contains (1) name B address 0 and telephone number of 
student,, (2) name 0 address 0 and telephone number(s).of parent(s) or 
guardian(s) or surrogate (s) 0 (3) birth date 0 W academic work completed , 
(5) academic grades^ (6) standardized achievement" test scores 0 and (7) 
attendance data 0 

, Category B contains (1) scores of standardized intelligence and 
aptitude tests (group and individually administered) „ (2) interest 
Inventory results 0 (3) vocational assessment W health data 0 (5) 7*5 
BJ£ family background information* (6) verified teacher 0 counselor or 



social worker ratings and/or observations s and (7) verified reports of 
serious or recurrent behavior patterns 0 

.Category C contains temporary information such as (1) legal matters e 

(2) clinical findings (medical reports,, psychiatric reports 0 and so on) 0 

(3) personality test results^ (*0 teacher reportsf and (5) counselor 
reports a 

We have completed the review of Category B information recently and 
find that there are some items of information which we want to make part 
of your child 0 s permanent pupil record (Category A) a 

J Psychological Reports 

' Supporting test daifc for psychological report 

o School Health Records 

Teacher Observations 

Progress Reports 

Psychiatric Evaluation « 

Supporting test data tor psychiatric report 
Visual Evaluation 

Supporting tost data for audio! Of.icrjl 

Speech Evaluation 

Supporting test data for speech evaluation 

Language Eva] uation 

' ' Supporting data for language evaluation 



^Physical therapist Report • . s 

Occupational Therapist Kepcrt 
Medical Report 

Neurological . ' • 

Samples! of Student Work 
Keport Cards. 

Scores of group aptitude arid achievement tests 
Vocational skill assessment 
Family background information 
Attendance data 

Crucial Correspondence relating to the child 

o 

• • • ' V . 



We assure you that the above items will not be allowed to be used 
in:any damaging way to you or to your child • We sincerely feel that 

« 

the above items will be useful to us for assisting you in providing the 
best education possible for your childo The above information will 
never be released to anyone unless we have your permission in writing, 
telling us who you want the information released to 0 / 



Therefore « we would like you to sign on the bottom part of this ... 
form if you approve of making the above list Of items a permanent part 
of your ©hild°s records,, If you have any questions or disagree with 
any of the items e please call - at your 

Convenience o You have the right to challenge or question any of the • 
above items or any other ^tems in your child's records* and can make 
an appointment with Dr 0 Barton B„ Proger to see the contents, of your 
child 0 s folder <, „ ' 



\ 



Sincerely,; 



(Date Reviewed) 



(Signature of Reviewer) 



TPosition) 



I have read this form completely and understand what it means, I agree 
to allow the Intermediate Unit make the above items a permanent part or 
my child's records . , 



(Date Signed} 

Please return all pages of this form 

TO «' Dr„ Barton B 0 Proger 

Director of Pupil Recordg 
• Montgomery County Intermediate Unit 
1605-B West Main Street , 
Norristown 0 PA 19401 



(Signature) 
Circle One s 



Parent 

guardian 

surrogate 
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MONTGOMERY COUNTY INTERMEDIATE UNIT 



1605-B WEST MAIN STREET, NORRISTOWN/ PENNSYLVANIA 19401 ■ PHONE. 215-539-8550 

REVIEW OF "CATEGORY G" INFORMATION 



» 

RE s Updating the Record File of the Child__ , . Z-*%>, 

(Category C Review Must Occur Annually 4nd upon Leaving the Program) 

We are required to review periodically the information that is 
contained in your child °s file. The purpose of this review is to remove 
and destroy any items that are no longer of use to us in providing 
• services to your child and/or that are possibly damaging to you or your 
child (invasion of privacy) 0 Your child 0 s record -folder at the 
Intermediate Unit is divided into three areas; of informations Category A, 
Category B, and Category C„ The purpose of the present letter is to 
inform you of the results of our most recent review- of Category C 
information and to ask' your permission to make certain items a part of 
your. child's permanent record folder (Category A) 9 However, before we 
get into the results of our review,, we want you to understand what types 
of information are kept in each of the three categories „< 

Category A contains (1) name D address, and telephone number of 
' student* (2) hame 0 address, and telephone number (s) of parent(s) or 

guardian(s) or surrogate (s) D (3) birth date, W academic work completed* 
T ■ (5) academic ; grade s,° (6) standardized achievement test scores, and 

9 

attendance data 0 \ 

Category B contains (1) scores of. standardized intelligence and 
A k aptitude tests (group and individually 1 administered ) „ (2) interest 
inventory results^ (3) vocational assessment^ (k) health data, (5) 
° family background information^ (6) verified teacher, counselor, or ; 

EMC c * on > ^ 



social worker ^atirigs and/or observations 0 and (7) verified reports of 
serioua or recurrent behavior pat^ernso 
} Category C. contains temporary information such as (1) legal matters 

(2) clinical findings (medical reports 0 psychiatric reports, and so on) p 
^ (3) personality test £*esults 0 (4) teacher reports^ and (5) counselor 
reports p 

We have completed the review of Category G information recently and 
find that there are some items of information which we want to make part 
of ybur chilc^fe permanent pupil record (pategory A) a 




Psychological Reports 

Supportirp test data for 'psychological report 
School Health Records 
Teacher Observations 
Progress Reports 

, ' 7 

Psychiatric Evaluation 

Supporting tost data for psychiatric report ■ 
Visual Evaluation 



_^ supporting test data for audio!! epical >^ 
Speech Evaluation 

Supporting tost data for fipeoch e^luatio-i 

La n c ; u a g c E v aluation, . 



Supports nf, data T ; or lan^ua^e evaluation 
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Physical Therapist Report ? . * 

• Occupational Therapist Kopcrt 
Medical Report ■ \ > 
Neurological 
Samples of Student Work 
Keport Cards " 

Scores of group aptitude and achievement tests 
Vocational skill assessment 
Family background information 
Attendance data 

Crucial Correspondence relating to the child 



V 



ERIC 



: We assure you that the above items will not be allowed *to be usefr 
in any damaging .way to you or to your .child . . We sincerely ..feel that 
the above items will" be useful to us for assisting you in providing the 
best education possible for your child. The above- information will 
never be .released to anyone unless we ha*re your permission in writing, 
tailing us who you want the inf prmationV^- eased t0 ° • 

Therefore, we would like yourfto sign on the -bottom part of this 
form if you approve of making the above list of Uem%'a permanent part 
of your child's records.* If -WPU Sav 9 any questions or disagree with 
any" of ihe 'items , please call - • ., ; _=^_= — 

convenience e You hav«e the rlglft to challenge or question any of - the 
above Items or, any cither items in your child's records, and can make 
an appointment with Dr 0 Barton B e Proger*to see the contents of your 
Lld°s folder « 



SfcnQ ere ly 0 



'(Date Reviewed) = (Signature of Reviewer; 



(Position) - ~ 

I have read fhis form completely and understand what it means . I agree 
to allow the Intermediate Unit make the above items a permanent part of 
my child 0 s records . ' - 

fDate Signed) = = ' ~~ ' (Signature) " : 

< o Circle Ones parent 

Please return all t pages of this form guardian 

— surrogate 

TO* Dr'o Barton B 0 Proger . • • 

Director of Pupil Records o 
Montgomery County Intermediate Unit % 
1605-B West Main Street 

Norristowm PA 19^01 - ■ • . 



Regular W B" Review ..(information changed to 00 A W status) 



XL 



REVIEWED FOR 
B CATEGORY" 
'INFORK&TiON 



Date ' , • • 



Reviewer^ 
Approved as 
( Montgomery Co os ; P<8k 1 , U • ZJ) 



•" - r , 



Modified "B" Review (infprmatioh kept in *B' W status) « 



« < • 



REVIEWED^ FOR 

B CATEGORY 
* INFORMATION 



Date, 



Reviewer 

Apprdved as C 'B°'£ 

•COo'e PA, loll/ -23) - 
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Regular "C" Review (information changed to 



status) 



* 

Date 



REVIEWEEmflOR 
C CATEGORY 
INFORMATION 



Reviewer 



Approved as ' C0 A' 



(Montgomery Co o0 PA D I 0 U 0 23) 



Modified "C" Review" (information changed to «"B" status) 



•r 

Date 



REVIEWED FOR;- 
C" CATEGORY r - 
INFORMATION 



Reviewer 



Approved as "B" * . 

(Montgomery. Co B 9 pA D I 0 Ud 23) 




■ X 



r 



ERIC 



APPENDIX G 
°MODIFIED*REVIEV/ FORM FOR 
CATEGORY. B INFORMATION - 
TRANSFER TO "B" STATUS 



- • / 



86 



MONTGOMERY COUNTY INTERMEDIATE UNIT 



" 16Q5-B WEST MAIN STREET, NORRISTQ\fVN,° PENNSYLVANIA 19401 PHONE . 215-539-8550 > 

REV1EYJ OP "MODIFIED B M INFORMATION 

. ' TOs. * , "•' ^ 



'. RE b Updating the Record File of the Child_ . _ 

(Modified B Review Must Occur When Student Moves from Elementary Program 
to Junior High School Program and from Junior High School Program to 
Senior High School Program and/or upon Leaving the Program; 

We are required to review periodically the information that is 

y • • -„ " v • » 

contained in your child's file. The purpose of this review is to remove 
and destroy any items that are .no longer of use to us in providing 
^services to yaur child and/or that a^e possibly damaging- to you or your 
' child* (invasion of privacy). Your child 8 s record folder at the * 

Intermediate Unif is divided into three areas of informations Category 
• Category B 0 and" Category C 0 o The purpose of the prese\^letter is to 
ifeorm you of the results of our most recent review of Category B 
information and to ask your permission to continue to hold these items 

n your child 0 s folder until he or. she reaches age 21 0 at which time 
4he information would "be destroyed; ' 

'I Category A contains (^T^ame s address fl and telephone number of 
student 0 (2) name 0 address, and\elephone number(s).of parent(s) or 
gi^rdian(s) or .surrogate (s) , p) birth date, (4) academic work completed 
(5) academic grades^ (6) standardized achievement test scores,, and (7) 

attendance data 0 . - ' 

Category B contains (1) scores 4t standardized intelligence and 
aptitude tests (group and "individually administered) 0 .(2). interns* v 
inventory results* (3) vocational assessments W, health data*. (.5). 
ofamily background information^ (6) verified teacher „ counselor 0 or 




0 



s®oial worker ratings and/or observations , and (7) verified reports of 
serious or reeurrent "behavior, patterns „ 

Category C contains temporary information such as (1) legal matters , 

(2) ©linical finding^ (medical reports,, psychiatric reports , and so on) D 

(3) personality test results^ W teacher reports^ and (5) counselor 

reports o • . * 

' We have completed the review. of Category B information recently > 
and that there are some items of information which we want to continue 
to hold in your child's folder until he or she reaches age 21 B at^whieh 
time the information would be destroyed.s . Q 




Psychological Reports 

Supporting test data for psychological report 
School Health Records 
Teacher Observations < 
Progress Reports 
Psychiatric Evaluation 

Supporting test data for psychiatric report 
Visual Evaluation x . . / 

Supporting test data for audiological 
Speech Evaluation 

Supporting test data ^pr speech evaluation 
Language Evaluation 

Supporting; data' for language evaluation 



0' 



. 9U 



0 

Physical Therapist Roport 
Occupational Therapist Report 
ffcdical Report " 3 

Neurological . . 
Samples of Student Work . 

Report Cards «• 
Scores of group aptitude and achievement tests 
Vocational skill assessment 
Family background information 
Attendance- data 

Crucial Correspondence relating to the child 



flW@ assure you that thie above items will not be allowed to' be used 
in any damaging way .to you or to .your child. We sincerely feel that 
the above items will, be useful to us for assisting you in providing 
the best education possible for your child. The above information \tfill 
never be released to anyone unless v/e have your permission in i*/riting p 
telling us who you want the information released to. 

Therefore, we would like you to sign on the bottom pslrt of this 
form if you approve of making the above list of items a part of your 
child 0 s. record until age 21, at which time the items will be destroyed. 
If you have any questions or disagree with any of the items, please call 

, ^_at your conveni^e>.. You have the right to ^ 

challenge or question any of the above items or any other items in your 
child a s records, and can make an appointment with Dr. Barton B . ^roger 
t"o see the contents of your child's folder. 



Sincerely, 



- (DQto . RQvi ^e d ) ' ~ . (Signature o£ Reviewer) 



(Eos it ion) 




destroyed. 



(Date Signed) ! (Position) 

Please return all pages of this forin * Circle One: parent 

TO: Dr. Barton B. Proger . guardian 
Director of Pupil Records 

Montgomery County Intermediate Unit surrogate 
f 1605-B West Mtfin Street 
' Worristovjn f/ PA^* 19401 
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RTGOMERY COUNTY INTERMEDIATE. UNIT 



1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE^5-539-8550 ^ ' 

REVIEW OF "MODIFIED C fll INFORMATION 



TO c 



RE a Updating the Record File of the Child 



(Modified C Review Must Occur Itfhen Student Moves from Elementary Program 
to Junior High Scho^JL Program and fponi Junior/ High School Program to 
Senior High School Program and/or upon Leaving the Program) ' 

Me az*e required to review periodically the^Anf ormatiom that is 
contained in your child 0 s file 0 The purgfose of this revidw £s to remove 
and destroy any items that are no longer of use to us in providing 
services to your child and/or that ape possibly damaging to you ^r your 
child (invasion of. privacy) 0 Yoiir child 0 s record folder at the ; 
Intermediate Unit is divided inter three areas of information a Category 4 
Category B 0 and Category C 0 The purpose of the present letter is to 
inform you of the results of your most Recent review of Category C 
information and to ask youj/ permission to continue to hold these items, 
in your eliild 0 s folder until he or she readies age 21 d ^at^which time' 
the information would/be destroyed* 

Category k contains (1) name 9 adciress 0 and telep^pne, number of 

student 0 (2) name p address d and telephone number (s) .of parents {&*\ or- , 

/ » / . y 

guardian(s) pr surrogate(s) 0 (3) birth date© (k) academic work complei^dp 

(5) academic grades 0 (6) standardised achievement test scores^ and (7) 

attendance data* • ' . * 

/ * « 

/Category B contains (1) scores of standardized intelligence and 
ajftitude tests (group and individually administered)© (2) .interest 
inventory results^ (3) vocational assessment/ {k) health' data 0 -(5) A f 
family background inf ormation 0 (6) verified teacher 9 counselor/ or 



social worker ratings and/or observations, and (7) verified reports 
of. serious or recurrent -i^Jiavior patterns; 

> Category C^conatins' temporary information such as (1) legal matters, 

(2) clinical findings (medical reports, psychiatric reports, and so on), 

... 

(3) personality test results, (4) teacher reports 4 , and (5) counselor 

I 

reports • r , " g 

We have compile* ted tlj^e review of Category C information recently 
and find that there are some items o<j£ information which we want ' to 
continue to hold in your child's folder until he or she reaches age 21, 
at which time th~e information v/ould be destroyed: '> 

■ \ 



Psychological Reports , ' 

v 

Supporting test data fpr psychological report 
School Health Records 
Teacher Observations' ' 
Progress Reportr. 
Psychiatric Evaluation 

Supporting teirtldata for psychiatric report; 
Visual Evaluation . ^ 

Supporting test pata for audiolo&ical 
.Speech Evaluation ^ 
Supporting test data for speech evaluation 
Lantfuafto evaluation 

"Supporting data for lan/?uafte evaluation 




Physical Therapist Report ; 
Occupational therapist Rupert ; 
Medical Report 
Neurological 

Samples of Student Work Q 
Report Cards . ./ •' • 

Scores of enoup aptitude and achievement ^ests 
Vocational skill assessment 
Family background information 
Attendance data - 

Crucial Correspondence .relating to the child 



We assure^ you .that the &bove items v;iil ngt be allowed to be 
used in any damaging • v/ay to you or^to your child. We sincerely feel * 
that £he above items will be useful, to us for assisting you in providing 
the best education possible for yo^ir child.' The above information will, 
never be released "to anyone unless we have your permission in writing, 
telling us who you want the information released* to. 

There' fore, we would like you to sign on the bottpm part oX^this 
form if you approve of making the' above list of items a*part of your 



child's record .until age '21, atjwhich time the items i*ill fc^ destroyed.' 
If you have any (Questions or disagree with any of the items, please call 
a , at your don^eniencfe. You Jiave the right to 



challenge or question any of the abpve items or any othe£ Iteips in your 
child's records, and can make an appointment with Dr. Barton B. .Proger 
to >see. the contents of your child's folder. 



Sincejtely , 



(Date Reviev/ed) . 



(Signature of Reviewer). 



(Position) 

I have read this form completely and understand what 'it means.,. I agree 
to allow the' Intermediate Unit- make the above items a part of my child's 
records until he or sJie reaches age 21, at which time the items will be 
destroyed. ; 



(Date Signed) • U 

* 

Please return all pages of this form 

TO: Dr. Barton B. Proger 

pirector of Pupil Records 
Montgomery County Intermediate Unit 
1605-B West* Main Street 
• x Ndrrisfcown, PA 19401 



(Position) 
Circle bne : 



parent 

guardian 

surrogate 



0 
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MONTGOMERY ' COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, N0RRISTQWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



NOTIFICATION TO SUPERVISOR OF 
n B" AND "C" REVIEW FORM RETURN 



FROM: Barton B„ Proger, Director of.^Pupil Records 
TO: * 



On 



the review form 



of the child 



was returned to me and has been 



placed in the child's file. Please make an entry to -this effect in your 

personal log-book file folders dealing with "B" and "C" review processes 
Thank you. ' ^ 

\ 
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CONFIDENTIAL 



This document is not to Be 
duplicated or have its content 
revealed in an/ fashion 0 Other 
requests for this same document 
are to be forwarded to the 
Director of Pupil Records D 
Montgomery Coaaty Intermediate 
. Unit No. 23, P 160.5- B West Main 
Street, Norristown 0 PA 19401 . 



iou 



\ k : appendix j 

"confidential" stamp to be 
affixed to any document 
leaving the .intermediate unit 
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APPENDIX K 

REQUEST FOR MISSING 
RECORDS FORM 



ONTGOMERY COUNTY INTERMEDIATE ;'UN IT 

Special Education Center . 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 *ONE 215-539-8550 



REQUEST FOR MISSING RECORDS 

Date: 

' X s •« 



Dear 

We are currently in the midst top reorganizing our -student record 
collections for all Intermediate Unit operations. We have a central 
collection in the Special Education Center and several satellite 
collections, located in the program area facilities ( e . g> , Physically 
'Handicapped Building Collection) . We recently tried to* locate the re-port 
of from your district. This report is currently 

unavailable from our files and we wish to reconstruct its contents as 
soon as possible. ' x 

While the Intermediate Unit and tlje district in which the student 
is (or will be) enrolled can exchange records of "A" or "B" category 
freely. Thus, we are assuming no parental permission is necessary in 
this case. 

- , Would you be so kind as fc>o furnish us with a copy of all documents 
in this child's file that you received originally from the Intermediate 
'.Unit and any other documents that at one time you may have given to the 
Intermediate Unit!? Usually the missing file turns up later (most often 
in a misfiled area within the thousands upo*n thousands of files that the 
Intermediate Unit maintains), f>ut until it does the situation does not 
allow us & to attend to the best welfare of the child. ^ 



If you have specific questions on this issue, please contact me at 
your convenience. Thank you for assisting us in this matter. ^ 



Since-re ly / 



Barton B , Proger, Ed.D. 
Director of Pupil Records 



BBP/jar ^ 

cc: Dr. Lester Mann 
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NOTIFICATION OF PARENTS OjF 
RELEASE OF THEIR CHILD"S RECORDS 
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ONTGCDJVIERY COUNTY INTERMEDIATE UNIT 

Special Education Center . 

1605-0' WEST MAIN STREET, .NoklSTOWN, PENNSYLVANIA' 19401* PHp ( NE 215-539-8550 

NOTIFICATION OF RELEASE OF/* ' . 
Pupil R'e'cords- - 



Z 
D 



O 



UJ 



z 
O 

5, 

3 
G 



te 1 



Date 



TO 



RE s Rel^as^ of Your Child°s Records 



Daar 



I re 



eceiv^d 



a request fr 



of 



dated 



requesting 5 " certain records from our permanent files on your 
C hild 0 » Accompanying this 



, 0 



•request was a release-of- information form signed by 

and dated ; 



- In response to the request and the release „ 1 want you to 

know that on " ' .o I sent the following 

reports to 1^ . ° x 

Psychological Reports 

' Supporting test data for psychological report 

School Health Records 



Teacher Observations 
Progress Reports 
Psychiatric Evaluation 

Supporting test data for psychiatric report 
Visual Evaluation 

lUii 



1 

Supporting test data for audiological ° 

Speech Evaluation . • ~. 

Supporting test data or speech evaluation 

Lanugage Evaluation - ^ 

Supporting data? for language evaluation 

Physical Therapist Report ^ ^ 

Occupational Therapist Report 

Medical Report , 

Neurological ( 

j 

"Samples of Student Wor}: 
Report Cards f - 

Scores. »of group aptitude and achievement tests 
Vocational skill assessment 
Family backgound information 
Attendance data* 

Crucial -Correspondence r6latinr to the child 



0 



If you wish \o ha ,rr ' a copy of tfte records that wer^ ~o~t out,, 
please notify me ir\writinf \y specifying exactly wha^t you want 
(incomplete detail as it is' listed above) and by signing and , 
dating your request,, If we do not hear from you 0 we will assume 
v6u are satisfied wit$i the way in which v/e have handled this matter € 

If you have any questions on what we have done or on what aur 
procedures are Q please contact me at your convenience 0 We will try 
to do everything^ can to help you and your child 0 



EBP/ 



Sincerely D 

v * ■ 

Barton B 0 Proger 0 Ed 0 D> 

^Director of Pupil Recorct^ 



C C 8 jr 1 D O 
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REQUESTOR OF INFORMATION 
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IONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



1 



LISTING OF RECORDS 



Date 



.TO 8 



RE a 



Rjbcords on 



Ll received a request from you dated_ 
and a "ral^ease of information signed by 
regarding the records of 



1 4 



response to your request^ I am sending the following documents 

whith; are allowed under our current "Principles of Collection,, 

- ft 

Maintenance p and, Dissemination of Pupil Records" (adopted August 

27, l?75o1 

Psychological Reports 
/ Supporting test data for psychological report 
^School Health Records 
Teacher Observations 
Progress Reports 
Psychiatric Evaluation 
' Supporting test data for psychiatric report 
Visual Evaluation 

x Supporting test data for audiological 

<i 

Spe^h Evaluation 

>> "*' ^ 

Supporting test ^Tata for speech evaluation 
Language Evaluatibn 1 M 

Supporting data for language evaluation 

JLUtv 




Physical Therapist Report ^ 

Occupational Therapist Report 

• Medical Report 
Neurological 

Samples of StudcntNWork \ 

Report Cards • 

^ Scores of group aptitude and tchievemont tests 

Vocational skill assessment 

Family, background information 

Attendance^ata * 

Crucial Correspondence relating to the child 
— ^ . 

0 

Besides the above records, we either possess or are aware of 
the following documents on this child completed by outside agencies 
and thus not releasible under the "Principles." 



In Our Only 
)ssoai;ion Aware Of 



.Pfciycliologica] Reports 
Supporting tont data for p*3ycholo f ;ical report 
School Health Kecords 
Teacher Observations 
Prop.ro «s Itaports 

Psychiatric Evaluation $ 



!- 



Supporting tesst data for psychiatric report 
Visual Evaluation 

Suppor ting bctrl data* for siudiological 
Speech Evaluation , L 

Supporting totsV^Jata for speech evaluation 
Lanfr.ua g o Eva 1 ua I ion 



r D ? r .Supporting data for language* evaluation Ilk? 



Thysical ?!#rapist Rox>or a t 
■Occupational Thfcr*apict Kupfcrt 
Me<Ucal Reporl^ 

Neurological % . t ^ 

Samples 6$ Student Work 
Kcport Cards 
Scor£§. of. group aptitude and achievement tests 
Vocational sizill assessment - . • 

Family background information . 

\ . 

■r ■ * , 

Attendance data; - ^ . 

© & 
Crucial Correspondence relating to thd child 



■Or 



For the ab6ve-mentioned "outside agency" reports,,* v/e request .that m 
you contact the appropriate agetneyj we arc no't legally allowed to 
release such information** ** 



We hope the items we are enclosing are helpful in providing 
appropriate programing and services for this^phild* If you have 
^ any questions on: this child 0 s records or on our procedures^ jblease 
v contact me 0 We will do everything possible to assist the parents 
and you in providing JTor the child* 



<? 




Sincerely c 



Barton B 0 Proger p Ed o D 0 
Directof of Pupil Records 



9 

ERLC 



Enclosures 
ccs Dr 0 Mann 
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AP'PENDIX N 
. FORM USED TO INDICATE 
REASON" FOR INABILITY 
,TO COMPLY WITH REQUEST 
FOR INFORMATION 



ONTGOMERY COUNTY' INTERMEDIATE UN 

Special Education Center , * • 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



Date 



TO* Person Who Has .Requested Release of and/or Transfer of , 
Student Records . ■ 

PROM «A fir. Barton B 0 Proger 0 Directo^ of Pupil Records 

BEt' Inability. of Intermediate Unifcto -Comply At This Time 

Name of Person Making Request . 

Affiliation and Address_ 




Dear 



I have received your request dated 



f or. 



9 

ERjC" 



release and/or transfer of the student records, of _. 

• b As of September 2, 1975i> we are 
required by the Commonwealth of Pennsylvania to abide by the Montgomery 
County Intermediate Unit's "Principles of Collection, Maintenance , and 
Dissemination of Pupil Records/' which were adop'te* as a legally binding 
contract by motion of the Intermediate Unit Board of School Directors 
at their Meeting of August 27, 1975* For one, or more of the following 
reasons, we cannot release or transfer the student records concerned 
in your request'. In an effort to safeguard the rights of privacy of . 
the student and his parents, guardians, or surrogates, we are forced 
to await a newly submitted request from you. 

. Parental release submitted to us does not specify the categories 
— of information delired, ask parents to complete attached form 

Parental release submitted to us incomplete? ask parents to 
compete all relevant parts 7>f attache d form, especially . { jg 

No parental release supplied to us| we require such releases. 

duo to frequent interminf ling of Clashes A, a, ana o ac , 

so as to' meet legal requirements surrounding Class C data? 

, coo c\++.nohori f<vrm 



APPENDIX 0 x ^ x 

f orm Used by 

REQUESTOR TO OBTAIN 
PARENTAL RELEASE OF 
INFORMATION 



montgomery;countV intermedI^unij 

Special Education Center 

1605-B WEST MAIN .STREET, NORRISTOWN, PENNSYLVANIA-19401 PHONE 215-539-8550 



5 



o 



RELEASE o/~JNFQRMATION 

w . . . 

Or, Barton B„ Pr0ger. • 
8 . Director of Pupil -Record's 

Montgomery- Cdunty Intermediate 

Unit, #23'. . ' 
Special Education Center 
1605-B West'-Main Street 
NorristoYm, PA, 19^1 

Dear Dr„ Proger: 

I hereby grant to you permission to release the f o'll'owing 

t 

information to i \ — : — ; 

concerning the child _v — 



(Check whichever items you a^e willing to have us send) 



Psychological Reports 

Supporting test data for psychological report 
School Health Records 



Z [.] Teacher Observations 



Reports 
Pss&friatric Evaluation 



Z 

5 : ; Supporting test data for psychiatric report 



Visual Evaluation 



. Supporting test, d&ta for audiological 

Speech Evaluation 

3 Supporting test data for speech evaluation 

°P Language Evaluation 

Z ' 

O * Supporting data for language evaluation 

s 

u-i 
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\ 

Physical Therapist .Report 



, Occupational Therapist ^Report 

/ ■ ' fl 
Medical Report U 

Neurological . , A 

Samples of Student Work 
* Report Cards \ -1 * „ > ■< 

Scores of grcyip aptitude and achievement tests 
Vocational skill assessment ' 
Family background information 
Attendance data * 

Crucial Correspondence relating to the child 



<3 



J I undeVstand 'that I am consenting to the release of this 

information to be used only in a professional fashion by the person 
who has requested it D ■ 



Date 



C7* 



Relationship to child: 



S if red* 

I 1 parent 
| — J legal guardian 
surrogate 



RJC 



lif] 



APPENDIX P 
PARENT CONFERENCE .LISTING 
OF OUTSIDE AGENCY DOCUMENTS 
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IONTGOM1 



DUNTT INTERMEDIATE UNI 



• ' , Special .Eduction Center 

1605-B WEST MAIM STREET, NORRISTOWN'^PENNSYLVANIA 19401 RHONE 215-539-8550 



0 



EXAMINATION OF PUPIL 
RECORD^ BY PARENTS 



You have asked to see your child's record folder. We are 
required by the state of Pennsylvania to abide by confidentiality 
guidelines which became effective September, 1975. Because of 
those guidelines, we* are not allov/ed to, show any person a record 
that was produced 'by outside sources. However, in an effort to' 
assiat you,^ye are listing below ttfe documents we have ( date, 
who wrote it% and where it can be obtained). 



Psychological Reports 

Supporting test data for psychological -report 
School Health Records 
Teacher Observations 
Progress Reports 
Psychiatric Evaluation 

Supporting test data, for psychiatric report 
Visual Evaluation * 
Supporting test data for audiological 
Speech Evaluation 

Supporting test data for speech evaluation 
Language Evaluation 

Supporting data for language evaluation 
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Physical Therapist Report ' ; 

Occupational Therapist Knport 

Medical Report j 

Neurological 

Samples of Student V/ojrk 

Report Cards 

■* . > 

Scores of grouy: aptitude and achicvciM-.-nt tert;* 

Vocational skill assessment -a » < _ ■ 

"^Family backgroun/d inforn Jtion* 

s 

Attendance data-v 

Crucial Correspondence relating to the child 

< 



BBP / 

cc:,' Dr. Mann 



Sincerely , 



Barton B. Proger, Ed.D. 
Director of Pupil Records 



/ 
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TGOMERY COUNTY INTERMEDIATE UN! 

Special EduaUion Center 

1605-B Wi:St MAIN SIREET, NORklSTOWN, I'LNNSYLVANIA '19401 PHONt 2 l5"W9-(J>y; 

October 2 3, 19 75 

<?> .... ( 

TO: Intermediate Unit Staff Members 

FROM: Barton B^ro^er, Director of Pupil Records $ 

* .. 
RE: Release of, Information in a Routine," On-Going. Manner 'to 

the Same Individual (Update No- 2) 

On Wednesday, October 22, 1975, Mr. Boardman brought to my 
attention operational problem^ surrounding the above topic of 
confidentiality. I will first briefly outline the situation, which 
all oT you wij.1 be meeting sooner or later. If your staff finds 
it necessary to communicate with a private physician (or any. other- 
private agencies) o± the parents c hoice , whereby such communication 
will occur frequently throughout the school year in a routine manner 
(stfch as having had the parents request us' to send progress reports 
to their own physician), then we would appear to be in conflict 
with Section IV on Page 15 of the Principles of Collection 
Maintenance, and Dissemination of Pupil Records if we^tri 
u^e only one release to cover an extended t imc^fr&r iod . L 
we should be obtaining new specified rcloasesaor every t 
were requested to. send information on a continuing basis 
person of the parents 1 choice; the paperwork would become 
horrendous than it is now. I believe certain individuals 
staff (such as' social workers, O.T.s, P.T.s) will havfe'to 
and/or in writing communicate with such individuals pn *a 
tyasis either out of Intermediate Unit necessity or by par 
desire. 

The procedure to be used is as follows. If you can assure 
yourse'lf tlx At the' individual to whom you plan to release information 
in accord with the confidentiality guidelines is definitely under 
the control of the parents (such -as a physician of their choice), 
then a single specified release of the type we have been discussing 
since September, 1975, would be sufficient, with the following 
extra stipulations. First, the method' of communication should be 
stipulated as "either in writing or verbally." Second, the time 
frame of reference should be specified as "during the 1975-1976 
school year." (The latter provision is what appears to violate on 
the .surface Section IV of Page 15 of the confidentiality policy, but 
this has 'been firmly determined to not have been the intent oi 
the original confidentiality guidelines.) 01 course, the categories 
of information still must- be specified in the release in the usual 
way (such a* educational progress reports, physical therapy progress 
reports, behavioral progress reports). Clearly, look ahead to 
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various phases of your planned ongoing contact witb the individual 
in question (s&ch as the physician). Only upon receipt of thin 
Single release can you then begin to correspond verbally or in 
writing with the given individual in a continuing fashion. Once 
such approval is obtained, I do not have to be involved in the 
actual release of documents. Just make sure that the parent form 
(Appendix* L) is mailed and also put in t\y^ child's folder. 



* The abp.ve procedure was cleared WedffcWday evening (October 22^ 

1975) with Mr. Philip Salkin., Board Solicitor, and is said to be 
in keeping with the intent of Section IV of Page 15. (However, 
it should be noted that if the person to whom information is to be 
released is not under the direct control of the parents, then a 
separate release must be obtained for every occurence of release 
of information, albeit to thejsarae person or agency). 

Finally, I want to reitefrate the Already existing procedure 
whpreby in the usual, once-afid-done releases to schools and .agencie 
(other end-of-year progress reports or similar exchanges that .are 
sent on all children as a routine procedure) should be processed 
by me. Please note that the new procedure described in this update 
pertains only to continuing contacts and not to the usual once- 
and-done releases* 

Should you have any questions,, phone me at your convenience 
and I shall respond immediately to specific situations. Thank 
you for your cooperation. ^ 

cc: Dr . darken , 
Dr \ Ma nn 
Mrs . Rokos 





TGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 

• • November 3, 'l975 



TO: All Professional Members , 

F'RQM : Barton B. Proger, Director of Pupil Records 

RE: Annual .Review Procedures for Student Records (Update #3 

onConfidentiality) 

A^, all of you are aware, the confidentiality guidelines require- 
that Catuegory C information b/a reviewed on an annual basis to 
determine whether the information will be destroyed or shall be 
kept (the- latter with . parental permission). Further, you are also 
aware of the fact that Category B information must be reviewed at 
major milestones in the child 1 s ^educational career (changing from 
elementary school to junior higH school, changing from junior high 
school to senior hi)gh school, transferring to a different school 
system, dropping out, or graduating). In botrr of Vj&se categories 
of information, we, went over bfciefly during our in-service meetings 
the procedures that could be used in conducting this review process . 
, You will recall that in <the "Operational Guidelines for the Depart- 
ment of Pupil Records," there were a series of^forms contained 'in 
Appendices C through H. These forms would seem to take care of. 
almost any need of Intermediate Unit staff to review student 
documents as^per the 'above schedule. 

In a meeting of October 16 , 1975 , with Mr. Salkin. Intermediate 
Unit Board 'Solicitor , we discussed several issues surrounding student, 
record collections in general and confidentiality procedures in ^ 
particular. ' One of the crucial topics that was brought up by me 
in questioning was exactly what time frame of reference do the 
confidentiality guidelines pertain to. First of all, it should 
be noted- that the review process for Categories B ajid C is not 
retroactive and thus we do not need to concern ourselves about 
the students who are inactive in" our central record collection. 
The question then arises ak to when a document was inserted into 
an active child's folder. Fortunately, as I had hoped, Mr. Salkin 
agreed that only those docum^its that are made part of the child's 
record' folder after September 2, 1975, are subject to the review 
process. This means that if you have a very thick folder on a 
currently active child, you probably do not have to review the bulk 
of it, but only the newly inputted documents of the current school 
year. This greatly reduces the amount of work that is expected 
of a supervisor who is charged with the responsibility of reviewing 
student; record folders. - * 

I have been discussing the specific implementation of what 
the above frfcts mean for the review process with several people 
over the past few days. In one such conversation, Mr. Potter and 
I evaluated the potential of a checklist scheme for keeping track 

' 9f what/ documents of Category B and Category C were inputted during 
the preteent school year (and for each school year in the future). 

The checklist method holds great potential for further reducing the 

m 



work' aosociated with the review process. I am^therefore asking 
thaty as of this time forward each student record collection ar*ea 
. * should keep a checklist of all students, who have had new papers^ 
entered during th^rpresent school year by name and by category of 
information (see attached appendix Q) . The attached form is put 
fc^r^h as an example for all active student record collection people 
f to follow. Each program should examine this form carefully for 

mk^s'ing items; I shall assume these forms to be in operation effective 
immediately. Staff mambers who. are^ placing new documents into any 
active folder \should always make it a practice hence forward to 
record on thisphe^klist what has been put into the folder. If all 
^taff members apide by this operating policy, the Review pr'ocess 
r wi^ll be greatly simplified and would not seem to pose a great 

bubrden to any parClculafc* s t^tf f member. A supervisor wbo'plans to, 
review active student "folders at the end of the current year could 
begin by looking at the checklist to see which students were affected 
by the input of new documents. After reviewing carefully those 
^ documents on the checklist, the supervisor could then quickly leaf 

through all his children/ s folders to 190k for other documents dated 
September 2 , 197 5 , or later that may not have been listed on the 
ci^eckl is t . 

I want to point out that the form letters that .were devised 
for the purpose of review, procedures will probably ^receive some 
degree of equal usage. The regular B review "and Creview forms 
< both attempt to obtain permission from the parent tb move information 
up tp the status of Category A (that> is., for permanent retention!. 
Generally, I would enco^age the use of the regular Review form i x * 
for no Other reason than that once in Category A, At i£ never to 
be subject to review paperwork again. However, if you anticipate 
that parents would-be reluctant in specific si'tuatfions to allow a 
'document to be permanently stored in our record system, then the 
.modified Category B review form and modified Category C form were 
devised to specify the period of time retention as only until age 21. 
(Please note that if you choose the latter course., and if the 
parents agree to it, then this document need n-6t be reviewed again 
until the child reaches age 21./ > * * 



As I have mentioned several times in th^ past during in-service 
meetings on confidentiality, the review process- can be^ simplified* to * 
some) extent by using a "canned" version of the four review forms! % 
• particular, if" in spite of the checklist- procedure described abo^ 
• for Jceeping track of only the new documents that are entered into > / 
child's folder, the program director and supervisors still feel the* 
. amouht of paperwork will be overwhelming, then they could elect-to 
1 systematically check off the same items on the fiour review forms 
(Appendices C through H) and send out the sam'e review form to all 
parents. In other wor^l&==the program supervisors would not actually- 
look ; atr-the specific documents, bufwoul'd^ assume the same type's ot 
documents td exist in all chi\dren ' s folders^ X would tend to 
discop^age this "canned" procedure - in th$t I still N^eel the .previously'* 
described option^ are k quite viable. However/ please *be aware that 
£^ this proceudre wilj, c be legal! v 

i 'Finally, I wis^to emphasize the importance of all staff members 
in th^ Intermediate Un i t ' opeisa t i nrf from a common basis of understand- 
ing ot what types of documents , arfe of Category A*, Category B, or 
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Category C S ta tus^^ppendlx Q, attached to this memorandum, embodies 
in it the usual interpretation of the most, common documents, I 
would encourage you to treat the listed types of documents as 

, though they were belonging to the Category level which they are 
placed under. Items have come to my attention over the past few 
weeks that some staff members looking at the same type of document 
do not agree as to the Category tcFwhich that document belongs. 
There will, of course, be exceptions to where a document is placed 

.as opposed td th£ form placement in Appendix Q; these cases are to 
be dealt with oh an individual basi%„ and perhaps the safest thing . 
to do will be to give me a call to clarify the situation. (For 
ex-ample, we normally would like to interpret psychological evaluations 
as Category B , presuming the personality observations andl behavipral 
comments are kept very minimal; however, if the latter considerations ' 
would bepome a major part of th^Areport, then the document^ clearly 
should be considered as Cat$g&$p^M) . staff members should consult 
the checklist form to see what documents are typically found in 
each of the three categories of Information . In this way , we will 
all be on the same, understanding. . * * 5 

> . ■ — • ■ 

There are decisions which will be difficult at times a 
what constitutes a document under Category A, Category B, or 
^Category C. The attached appendix should assist in this process °\ s> 
in most decisions* However, whenever a document is 'loaded ^ith 
a lot of Category C data, even though it may normally be considered 
a Category B type of document, then you should automatically consider 
the document to be of Category C status. A question that also will , 
come up as you attempt to impleme&t^t^e use of Appendix Q that is 
attached is the difference between & a ^er.if ied and unverified document'. 
For instance, when is a teacher arfed$otal of an incident 'considered | 
to be verified? ■ If another school official of either district *or / 
Intermediate Unit nature witnessed the incident, then I think tHere 
is no do \{d^t that once that persons signature is obtained upon the 
document along with the date of signing, tjiat this would be considered 
a verified dodument. On the other hand, if only the person who is 
writing the "unverified" document actually saw an incident or certain 
type of behavior occur, then I think there is no, other recourse but 
'to consider that document as being of unverified nature. Therefore/ 
the latter type of document will normally be considered to be of ^ 
Ca%egor^ C status.. There is a distinction to be made in this 
particular situation. between verification and the entry of aay V 
.(idtoument at all into the file. The near fact tjiat a supervisor 
^inust^sign anecdotal reports and teacher observations before they caij 
entered in-to a child's file does not meaVi that, the content of this 
1 "document is considered verified, If an intermediate' Unit* staff member, 
wishes^ta turn a teacher observation or ariecdotal record into 
" verified" ?sj^atus , h,e mus£ have' a witness to that event .sign Qff 09 
tt*e fl do,cum^ht v itself and. dated a'nd put-the words "vetifa^d by" in - 4 » 
the same plac^ . The "fiormal supervisory signature for merely entering 
a document into a file simply means .that the admission of that document 
int;o thdt file has t^een approved by the • suptsr vi sor . Whenever I 
supervisors t are, feigning off. for the la>tt§r purpose, they should place 
the worcUs "^proyed ''for . admissioh irito file" with^their signature < - 
and Qa,te, This may seem like ha.ir splitting, but should a document} 
ever be ^needed as avidence in a legal .proceeding, then we must have" 
a clear indicatid-n^as to what the second perfeons sigpature mea Q.t 
(verification <$r sa^ply admissibility 1 approval). Should there-*be 

specific qu^sfriorrs dn what cofis t iiiutes a. verified and unverified 

be addressed to mu immediately. * ^ 




Finally, I recommend that no review ojt student records be 
completed until near 'the end of the current school year unless you 
are absolutely sure that no new documents will be placed into a given 
child's folder. If you know that onlyyvery routine documents 
(such as annual progress reports) are fto be placed in the student 
folder, then you can probably complete the review process for such 
children even ahead of the final inclusion of documents. Otherwise, 
I believe it would be risky for any staff member to engage in any 
written correspondence with the parent during the middle of the year 
and possibly be forced to come back a second time at the -very end 
of the year . 



Should you have any questions on any of the procedures' associat- 
ed with the review process, please feel free to contact me. Thank 
youforyourcooperation. 



At t achme 



& ■ 




Dr. Harken' 
Dr. Rnn 0 
Dr. Leiss 
Mrs. Anderson 
Mr . Boardman 
Mary Jane Butler 
Delor es Faus t 
Nan,cy McLain 
A^m Marie Rokos 
Ginny Schoenberger 
Mary Chantry 
Sylvia Katrina 
Peggy Fl'eaders 
B.etty Hohl . 
Mary- tdou Mitchel 
Mrs . Sames 
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TO : 

FROM 
RE : 



November 4, 1975^ 

Dr. Goodman, Mrs. Anderson, Mr. Towne , Mr. .Boardman, 
Mr. Potter; Mrs. McBride , Mr. Siegel. Dr. Leiss , 
Do.". Fischman / 

Barton B. Proger , Director of Pupil Records 

Representation^ Consent Forms for 1975-1976 (Confidentiality 
update #4) 



As you are aware, when we first began discission about 
confidentiality with individual staff members and during group 
in-service sessions-, we described the purpose and nature the 
Representational Consent Forms that were to be sent out t6 all 
parents of children in our, own programs. I am reminding each or 
vou that you should have been processing the mailing of these 
Requests in your individual program for the 1975-1976 school year. 
The forms were contained in the confidentiality policy that Dr. 
Fischman and Mrs. Bilker put„ together (noV in the "Operational 
Guidelines" booklet that I put together). If you look at the 
document entitled, "Principles of Collection , Maintenance , and 
Dissemination of Pupil Records,," you will find the representational 
consent forms for the var#>us programs. I am 

have not already done so, please get your representational forms out 
to your parents as soon as possible. For those that are still in 
t#e process of mailing- out these forms, I caution you that you must 
use without any alterations the forms that were attached to the 
"Principles" document of Dr. Fischman and Mrs. Bilker. The reason 
for this 'stipulation is that the forms were approved at the August 
27 1975, intermediate Unit Board meeting and therefore cannot be 
altered without resubmission to the Board. It is important that 
get these forms out as soon as possible if there are any children 
left to be done ye.t. I think we will still be in time , relatively 
speaking, with regard to the long-range schedule for this yeai, 
consfdering-that ^fehis is the -first year and that there are a lot o, 
growing pains associated with it. 

/ There are only two major types of procedure that have been 

designed.' One procedure concerns the self-contained class and 
resource-room operations The procedure here is -nothing more then 
to send out the form letter for your particular program for all 
children -that arc involved in either of these types' of placements 



you 



The second procedure concerns the itinerant services'. Because the 
largest program in this regard is that of speech and hearing, a > 
few words on how this situation was handled should serve as 
fc anv future questions in this regard. 

requirements of ctfnf identiality would-be met if the routine mass 



a model 
It was decided' that the 



12V 



screening process in kindergarten and' first grade could be assumed 
under the district representational consent forms. (That is , the 
testing was -done at* the request of the district, and in turn the 
districts are f esponsibl e^$X>r taking care of all necessary paperwork.) 
However, if any of those children who were to be initially screened 
would be in an Intermediate Unit Special Education Program, then 
an exception was made and the representational consent form was sent 
out by us. For more detailed testing (that is, followup on potential 
candidates ^identified in screening), the representational form of the' 
Intermediate Unit speech and hearing program was then sent out to 
the parents of such children; however, it is still considered^ to be 
routine, necessary testing and not of the heavier, diagnostic type 
which would normally require an individual consent form. This, then, 
was the manner in which the itinerant requests were .handled. 

For those of you who are still wondering exactly how the 
r epr esjent-at ional consent procedure is implemented, tfte letter for 
your program which was contained in the "Principles" of Dr\ Fischman 
and Mrs. Bilker, should be retyped on a master stencil and have 
Dr. Harken's signature placed upon it. After obtaining his signature, 
the letter can then be duplicated and sent out as appropriate. This 
should be all that there is to the procedure of representational 
consent, fa 

Should there be any questions 6nV, these final details of the 
representational process in Montgomery County Intermediate Unit, 
please contact me. 



qc 



Dr. Harken 
Dr. Mann 
Ann Marie Rokos 
Mary Jane Butler 
Delores Faust 
Nancy McLain 
Ginny Schoenberger 
Mary Chantry 
Sylvia Katrina 
Peggy Flenders 
Betty Hohl 
Mary Lou Mitchel 
Mrs . Sames 
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TO: Dr.* Goodman, Mrs. Anderson, Mr. Towne , Mr. Boardnjan-, 

Mr. Potter, Mrs. McDride, Mr. Siegel, Dr. Leiss, 
' Dr . Fischman % 

FRO^Ti Barton B. Proger , Director of Pupil Records 

RE: Representational Consent Forms for 1975-1976 (Confidentiality 

update #4) 



discussion about 



of 



As you are aware, when we first began 
confidentiality with individual staff members and during group 
in-service sessions, we described the; purpose and nature of th 
Representational Consent Forms that were to be sent out to all 
parents of children in our own pro^ratns. I am reminding each 
you tnat you should have been processing the mailing of these 
requests in your individual program for the 1975-1976 school year. 
The forms were contained in the confidentiality policy that Dr. 
Fischman and Mrs. Bilker put together (nyl in the "Operational 
Guidelines" booklet that I put together). If you look at the 
document entitled, "Principles of Collection/ Maintenance, and 
Dissemination of Pupil Records , " you will find the representational' 
consent formq for tb* various program? . T am requesting that if you 
have/not already done so, please get your representational forms 
to your parents as soon as possible. For those that are still 
the process of mailing out these forms, I - caution you t h/fb, yon 
use without any alterations the forms that were attached to the 
"Principles" document of? Dr.. Fischman and Mrs. Bilker. Th.e reason 
for this stipulation is'/that the forms were approved at the August 
27, 1975, Intermediate /6nit Board meeting and therefore cannot be 
altered without resubmission to the Board. It is important that you 
get these forms out a^ soon as possible if there are any children 
left, to be done yet. J think we will still be in time , relatively * 
speaking, with regard io the long-range schedule for this yo^r, 
considering that tfiis i^s the first year and that 
growing pains associated with it. 



f 

out 
in 

must 



there are n ftot of 



There are only two majoxK types of procedure that have been 
designed. One procedure concerns the self-contained class and 
resource-roc/m operation. The|procedure here is nothing more then 
to send, out the form letter ffe^your particular program for all 
children that are involved in|Mfcher of these types of placements . 
The second procedure concer nsr|^h6 itinerant serviced? Because the 
largest program in this regar^|.s that of speech and hearing,; a 
few words on how this situation was handled should serve as a| model 
for any future questions ir> this regard. It was decided that, the 
requirements of confidentiality would be met if the routine mjass 

1 ?S\ 
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screening process In kindergarten and first grade could be assumed 
under the distric t representational consent forms. (That is, the 
testing was done Tt the request of the district, and in turn the 
districts are responsible for taking care of all necessary paperwork.) 
However, if any of those children who were to be initially screened • 
.would be in an Intermediate Unit Special Education Program, then 
an exception was made and the representational consent form was sent 
" out V us. For more detailed testing (that is, followup on potential 
candidates identified in screening), the representational form of the 
intermediate Unit speech and hearing program was then sent out to 
the parents of such children; however, it is still considered to be . 
routine, necessary testing and not of the heavier, diagnostic type 
tfhich would normally require an individual consent form. . This, than, 
was the manner in which the itinerant requests were handled. 

For those of you who are still Wondering exactly how the 
representational consent procedure is implemented the letter for 
your program which -was contained in the "Principles" of Dr. Fischman 
and Mrs. Bilker, should be retyped on a master stencil and have 
Dr Harken's signature placed upon it. After obtaining his signature 
the letter can then be duplicated and sent out as appropriate. This 
should.be all that there is to the procedure of representational 
consent. 

Should there be any questions on these final details of the 
representational process in Montgomery County Intermediate Urvat, 
please contact me. 

cc: Dr. Harden 
Dr. Mann 

Ann Marie Rokos • fl 

Mary J^he Butler * 
Delorcs Faust 
Nancy McLain 

Ginny Schoenberger \ 
Mary Chantry 
Sylvia Katr ina 
. Peggy Flcnders 

Betty Hohl ' • . . 

Mary Lou M i tche 1 
Mrs . Sames 
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IONTGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center *. 

1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 



November 3, 1975 
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T<j : Supervisors, Psychologists, and Social Workers 

FROM:Barton B. Proger, Director of Pupii, Records 

RE: ^ Copy of "Operational Guidelines" for implementation of 
Confidentiality (Update #5) 

9 

" During the in-service meeting at which we discussed confiden- 
tiality before all staff members, and during later /J5fcf«-£ specialized 
in-service meetings with particular program area ^taff , we made use 
of booklets that I prepared for confidentiality which were in many 
cases not legible enough because of xerox problems at the time. I 
am therefore enclosing a clear copy of the confidentiality guidelines 
and forms that are to be used in implementing the process. I 
encourage you to keep this f'inal bound booklet for ready reference 
and\jzo consult it particularly with regard to the paperwork that is 
needed .when processing the release requests that fall into your own 
domains. At the same time, please, realize that Karen Staff ord 'will 
have <a booklet identical to the one which you have now received and 
can therefore run of^multiple copies of any form that you feel you 
need a supply of. From henceforward, we want each of* you to generate 
your own copies of each form that is to be used in the implementation 
of confidentiality. I would recommend that when you need a Supply 
of any given form, you submit a duplication request of the usual 
variety to Karen, specifying under other directions" what form you 
wish to be duplicated' in terms of the Appendix letter and attach 
the word confidentiality to that letter (e.g., confidentiality » 
"appendix M) . Karen will then be able to refer to her own master 
eppy of the' confidentiality booklet and reproduce the appropriate 
number" of forms for you. 

I want to re-emphasize the cruciality of keeping copies of any 
paperwork associated with the release of information. You must ajt 

k the minimum always send a notification form to the parent (Appendix 
L) whenever a document is sent anywhere . A copy of appendix L should 
be placed in the child's folder, as well as a copy kept for your own 

^ile. There will ^e times when the person who was suppose to receive: 
the document will notify us later to the effect that the document 
never arrived. We want to be able to check both in the child's folder 
and in your own personal file as to what apparently did occur in 
such situations. For those releases that I am currently processing, 
we have always made it a policy of maintaining a file of every form 
that has beejf^filled out concerning a Release of information for our. 
own records, as well as inserting a copy of such correspondence in 
the child's file, along with a copy of the same documents to the 
immediate supervisor of that class. this may seem like excessive 
paperwork, but w« feel that it is necessary £o allow us to maintain 
accountability of this important topic 



6f confidentiality 
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Finally, I wish to re-explain the distinction between .releases 
which you are allowed to process and releases which I am suppose to m 
process. Generally, I wafct to process personally for the time being 
all ,releaps that Are of a unique, bnce-and- done nature; that is, 
if a specific child's documents are being asked for (such as in 
transferring to a different district, or extra help is being asked 
for MH/MR) , then I consider 'that to be a very specific, unique 
situation of release of information. All such releases are> to corner 
to me when they* are of this variety. However, if at the end of a J? 
year a prog'ram^is processing mass release of documents (such as 
copies of progress reports to districts), then I do not want to get 
involved in such releases. Any mass type of release of. a common 
category of information is something which I feel is best handled 
at the program level by the supervisors, itinerants, therapists, 
or other appropriate personnel in that program. » I realize that the 
fact that we are asking you to hand over releases that you would 
have ordinarily processed in the past may seem an unnecessary step, 
but we> feel that the only way during this -first year of the implemen 
tatioh of confidentiality that we can guarantee compliance with the- 
many provisions in that set of regulations is to have the unique 
releases centrally controlled. I hope that all of -you are 'abiding 
by this process. Should you have any questions 
you should be processing any type of release as 
up, please call me at once and we can resolve it on the spot. For 
those* releases that you are Allowed to process ( that is, only mass 
releases) , we require that you use the form in the booklet that is 
attached to this memo, unless you obtain permission from me to make 
any modification in those forms. 



on whether or 
the situation 



not 
comes 



Thank you for your cooperation 



cc: Karen Stafford 
Ann Marie Rokos 
Mary Jane Butler 
Delores Faust 
Nancy McLain 
Ginny Schoenberger 
Mary Chantry 
Sylvia Katrina 
Peggy F lenders 
Betty Hohl 
*0>Mary Lou Mitchel 
Mrs. Sames 
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Special Education Center 

1605-B WLST MAIN S1REE1, NORRISTOWN, PLNNSYLVANIA 19401 PHONE 215-539-8550 



November 10, 197 5 



TO : 



^11 Staff Members 



FROM: Barton B. Proger/ Director of Pupil Records ' 

RE:" Appendix R for Use by Director of Pupil Records in 

^Following Up on Invalid Releases (Confidentiality update #6) 

As you are aware, in the course of processing a large number 
of releases, there are several instances in which the initially 
submitted releases are inappropriate (usually because they are of 
"blanket-type" structure and do not specify the categories ©f 
records desired) . What we do in a case such as this is to send 
out Appendix N with a copy of Appendix O'so as to facilitate the 
prompt receipt of a more properly completed release from the child's 
guardian. However, in checking over recently the inappropriate 
releases that we had been holding in abeyance until a new release 
had been submitted to us , I find that some of the initial requestors 
are not responding quickly enough to our "Inability to Comply with 
Release Request". Therefore, I fee.1 it necessary to devise yet 
another form to expedite matters in this very special situation. 
Appendix R is the result, and I would anticipate that only I will 
be us'ing this form. However, T wish each of you to be aware of 
this form's existence and the purpose for. which it ,is designed. 
You will at least know that we are attempting to follow-up a second 
time on cases where the requestor had difficulty i n -pro vi d ing us 
with an appropriate release. 

This update to the confidentiality procedures should be filed 
with your other papers and booklets on this topic so that you will 
be aware of the current status at all times of the confidentiality 
topic. If you have any questions, please contact me. 



{ 



cc 



Dr . Harken 

Dr?* Mann 

Mrs. Rokos 

Mrs. McLane 

Mrs . Katrina 

Mary Chantry 

Peggy Flenders D 

Ginny S choenberger 

Mary Jane Butler 

Betty Hohl 

Mary Lou Mitch'el 

Mrs. S ames 

De lor es Faust 
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APPENDIX R 
REMINDE&f FORM FOR PEOPLE 
WHO REQUESTED RECORDS BUT WERE 
REJECTED BECAUSE OF INAPPROPRIATE 
RELEASE 
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TGOMERY COUNTY INTERMEDIATE UNIT 

Special Education Center 

°1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 RHONE 215-539-8550 

Date: f 



TO : 



FROM: Dr. Barton B. Proger, Director of Puriil Records 

y 

RE: Reminder on Pending Release of Records 

On I received a request for records 

on one of our students, Accompanying this 

request was a release form dated and signed ( 

by , . As I notified you on ; 

that release was inappropriate, usual.ly because it did not specify 
the categories of information desired. With that notification, I 
enclosed a ndw release form for you to send to the parents. I have 
not received that new release to date and therefore am sendii^ you 
this reminder. It is possible you never received the initial 
notification for one of many reasons. x 

I am en-closing a new copy of the release form if you still 
hope to receive^the documents you requested earlier. I would 
% appreciate it if you woudd forward this release to the parents 
with whatever explanation you feel Appropriate at this point; the 
parents 4re to sign and date. the release and are to mail it directly 
back tome. If, on the other hand, you see no reason to carry this 
matter any further, then please sign this form below and return 
the efftire form to me as soon as possible/ I will then be able 
to close the paperwork out on this issue. 



* 1 3 ft *v 

) iff 



y 



tfhank you for your cooperation. Should you have any. further 



X 



^questions, please feel free to contact me at your convenience, 



I no Ipnger v/ish to obtain these records 
ot!*r request inactive from this point onward; 



Please consider 



( Child's Name) 



(Signed) 



(Date) 



r 



Enclosures 



cc : 
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